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HOW  TO  CLASSIFY  A  POSITION 


Note:  These  procedures  apply  to  non-managerial  positions.  See 
the  separate  material  on  classification  of  managerial  positions 
for  procedures  to  be  followed  in  classifying  those  positions. 


How  to  Classify  a  Position 

Position  classification  is  the  selection  of  that  class  having  the 
duties,  level  of  responsibility,  and  qualification  requirements  most 
similar  to  those  of  the  position  to  be  classified,  Ihe  steps  in  posi- 
tion classification  are  to  describe  the  position,  identify  those  classes 
into  which  the  position  is  most  likely  to  fall,  and  compare  the  position 
description  to  specifications  for  these  classes  to  find  the  best  match. 

I.    PREPARING  THE  POSITION  DESCRIPTION  (FORM  30). 

Before  a  position  can  be  compared  to  class  specifications,  an 
accurate  position  description  containing  all  relevant  information 
is  needed  as  the  basis  for  comparison.  (See  attached  sample 
Form  30) 

A.  Pill  in  the  following  Identifying  information:  name  of  the 
agency,  position  number,  when  available,  requisition  number 
if  applicable,  and  date  prepared.  Leave  blank  the  position 
title  code,  salary,  and  Section  1  (position  title)  blocks. 


B.  Indicate  all  important  and  frequently  performed  duties  in 
Section  6.  Each  duty  statement  should  indicate  the  action 
(what  is)  performed,  how  it  Is  performed,  including  proce- 
dures or  equipment  used,  and  the  purpose  of  the  action. 

Example: 

action:     Writes  position  descriptions 

how:       by  gathering  pertinent  information  and  recording 
it  according  to  a  standardized  format 

purpose:    for  use  in  classifying  positions. 

C.  Suninarize  those  major  duties,  the  actions  performed,  which 
best  describe  the  main  parts  of  the  job  in  Section  3  to  pro- 
vide a  capsule  description  of  the  work.  Separate  each  activ- 
ity with  a  semi-colon  and  end  with  "and  performs  related 
work  as  required". 

Example: 

Classifies  positions;  conducts  job  analysis  studies;  writes 
position  descriptions;  maintains  personnel  records;  and  per- 
forms related  work  as  required. 

D.  Indicate  the  name  (if  available)  and  title  of  the  position's 
supervisor  In  Section  4.  Also  Indicate  the  following  infor- 
mation in  Section  4: 

1.   The  nature  of  the  supervision  received,  which  is 
usually  described  by  one  of  the  following  terms: 
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a.  General  Supervision  —  Work  is  checked  at  Its 
completion  but  not  while  it  is  being  performed. 

b.  Direct  Supervision  —  Instructions  are  provided 
at  the  start  of  each  assignment  and  work  Is 
checked  at  its  completion. 

c.  Close  Supervision  —  Instructions  are  provided 
for  every  step  of  each  assignment. 

d.  Administrative  Supervision  — Supervision  is 
limited  to  actaiinistratlve  matters  such  as  time 
and  attendance  but  does  not  cover  actual  work 
content . 

e.  Technical  Supervision  —  Supervision  is  limited 
to  work  content  but  does  not  cover  administra- 
tive matters  such  as  time  and  attendance.  Some 
employees  receive  administrative  supervision 
from  one  supervisor  and  technical  supervision 
from  another.  An  example  of  this  situation  is  a 
staff  specialist  assigned  to  a  regional  office 
who  receives  administrative  supervision  from  a 
regional  manager  and  technical  supervision  from 
a  manager  in  the  agency's  central  office  who 

is  in  charge  of  a  specialized  program  on  a  state- 
wide basis. 

2.  Any  standard  reference  materials  which  are  available  to 
guide  or  regulate  the  Incumbent  in  the  performance  of 
his  or  her  duties,  such  as  procedures  manuals,  specific 
laws,  departmental  policy,  professional  standards,  etc. 

3.  How  closely  the  incumbent  must  adhere  to  these 
materials. 

4.  How  work  is  reviewed,  such  as  through  conferences, 
Inspection,  reports,  etc. 

5.  How  often  work  is  reviewed,  such  as  step  by  step,  upon 
completion  of  each  assignment,  quarterly,  etc. 

6.  What  the  supervisor  looks  for  In  this  review,  such  as 
accuracy,  compliance  with  instructions,  adherence  to 
laws  or  policy,  quantity,  neatness,  etc. 
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E.    State  in  Section  5A  the  official  title  of  each  person 

directly  supervised  by  the  incumbent.  If  applicable,  also 
show  in  Section  5B  the  number  of  positions  in  each  title 
that  these  individuals  supervise.  Example: 


5A.  Direct  reporting  staff 

5B.  Iheir  staff 

1  Supervising 
Accountant 

2  Senior 
Accountant 

1  Senior  Clerk 
and  Typist 

If  the  incumbent  supervises  too  large  a  unit  to  show  all 
levels  of  reporting  staff  in  his  box,  attach  an  organiza- 
tion chart  and  enter  "See  attached  chart"  in  Section  5A. 

P.    In  Section  7,  list  all  of  the  Important  knowledges,  skills, 
and  abilities  which  the  incumbent  must  have  at  hire  in  order 
to  perform  the  job  adequately,  especially  those  Indicating 
the  need  for  specialized  training  or  knowledge  of  specific 
subject  areas.  These  qualifications  must  be  clearly  related 
to  the  duties  of  the  job.  Do  not  Include  knowledge  of  spe- 
cific laws  or  agency  procedures  or  any  knowledges,  skills, 
or  abilities  which  may  be  acquired  on  the  job.  These  should 
be  listed  in  Section  8. 

G.    List  in  Section  8  all  of  the  important  knowledges,  skills, 
and  abilities  required  for  acceptable  performance  but  which 
are  normally  learned  on  the  job.  These,  too,  must  be 
clearly  related  to  the  duties  of  the  job. 

H.    Describe  in  Section  9,  the  minimum  kind  and  amount  of 
experience  through  which  an  applicant  could  acquire  the 
qualifications  listed  in  Section  7.  Describe  exact  amounts 
of  any  training  or  education  which  could  be  substituted  for 
some  or  all  of  this  experience,  indicating  for  which  portion 
of  the  required  experience  such  substitutions  may  be  made. 
Such  training  or  education  should  also  be  based  on  the 
qualifications  listed  in  Section  7  and  should  indicate 
appropriate  fields  of  study.  Absolute  degree  requirements 
(rather  than  education  used  as  a  substitute  for  experience) 
should  be  used  only  when  they  are  required  by  law  or  for 
licensure  necessary  to  perform  the  job. 

I.    Any  licensure. or  certification  required  for  the  job  should 
be  stated  in  Section  10,  including  the  type  of  license 
and  the  board  or  other  agency  which  issues  the  license. 
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ExaiTipie: 

Possession  of  a  current  First  Class  Stationary 
Engineer's  license  issued  by  the  Massachusetts 
Department  of  Public  Safety. 

II.   IDENTIFYING  CLASSES  FOR  COMPARISON. 


The  next  step  Is  to  systematically  select  those  classes  into  which 
the  position  is  most  likely  to  fall. 

A.  If  the  duties  of  the  position  involve  the  same  kind  of  work 
already  performed  in  the  agency,  the  classes  including  those 
positions  performing  the  same  kind  of  work  are  the  first 
ones  to  compare. 

B.  If  such  similar  jobs  do  not  exist  (or  if  you  have  already 
compared  such  classes  and  the  position  is  not  a  good  match), 
identify  the  basic  type  of  work  e.g.,  clerical,  social 
service,  engineering,  etc.  Then  compare  the  type  of  work  to 
the  service  group  definitions  to  select  the  appropriate  ser- 
vice group  or  groups. 

1.  Scan  the  list  of  titles  in  the  service  group  or  groups 
to  select  those -^hich  may  match.  Make  sure  that  you 
select  all  likely  possibilities  instead  of  stopping 
after  you  find  one,  as  another  class  may  match  even 
better. 

2.  Verify  and  narrow  down  your  choices  by  reading  the 
"General  Statement  of  Duties"  and  "Examples  of  IXities" 
sections  on  the  specifications  for  these  classes. 
Eliminate  those  which  do  not  include  any  of  the  major 
duties  of  the  position,  bearing  in  mind  that  specifica- 
tions are  written  in  broad  terms  to  cover  a  number  of 
positions,  whereas  position  descriptions  are  written  in 
more  detail. 

3.  If  no  titles  appear  to  be  appropriate  in  the  service 
group  or  groups  you  selected  initially,  first  check 
the  same  group(s)  for  more  possible  titles  you  did  not 
consider  the  first  time  and  read  the  "General  Statement 
of  IXities"  and  "Examples  of  IXities"  sections  on  these 
specifications  to  find  possible  matches. 

4.  If  you  still  can't  find  appropriate  titles,  look  at  the 
titles  in  other  related  service  groups  .  Again,  read 
the  "General  Statement  of  IXities"  and  "Examples  of 
Duties"  sections  to  narrow  down  your  choices. 

C.  If  you  can't  find  suitable  titles  in  any  service  group, 
you  may  have  to  contact  the  Department  of  Personnel 
Administration  for  assistance.  It  may  be  possible  to  amend 
an  existing  class  specification  to  include  the  position 
being  studied.  This  should  be  done  only  after  you  have 
looked  through  all  related  service  groups  to  find 
appropriate  existing  classes.  Usually,  however,  steps  A  and 
Bl-4  described  above  will  help  you  find  one  or  more  possible 
titles . 
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III.  SELECTING  THE  BEST  CLASS 

Once  you  have  Identified  one  or  more  possible  titles,  you 
must  make  a  detailed  comparison  between  the  specifications  for 
these  titles  and  the  position  description  to  Identify  the  best 
class  for  the  position. 

A.    First  match  the  overall  type  of  work  without  regard  to  the 
level  of  complexity  and  responsibility. 

1.   Read  carefully  Section  6,  "IXities  and  Responsibilies", 
on  the  position  description  and  the  "Examples  of  IXities" 
and  "General  Statement  of  Duties"  on  the  specification 
you  are  comparing.  Ask  yourself  the  following 
questions : 

a.  Is  the  type  of  work  the  same?  Example: 
accounting,  vocational  counseling,  civil  engi- 
neering, carpentry. 

b.  Are  the  major  duties  on  the  position  description 
adequately  covered  by  those  on  the  specification? 
Be  sure  to  make  allowances  for  differences  in 
degree  of  specificity,  as  the  specification  may 
be  worded  in  more  general  terms  but  still  cover 
the  more  specific  activities  on  the  position 
description. 

c.  Are  the  methods  by  which  duties  are  performed 
(the  "How"  portion  of  each  duty  statement)  the 
same?  Example:  The  duty  "prepares  agency 
budget  requests"  may  be  performed  quite  dif- 
ferently for  the  following  classes. 

Typist:  by  entering  information  prepared  by 
others  on  standardized  forms. 

Budget  Examiner:  by  analyzing  current  workload 
and  expenditures  and  projecting  future  needs. 

Both  are  preparing  agency  budget  requests,  but 
how  they  do  this  is  totally  different. 

d.  Is  the  application  or  purpose  of  the  work  per- 
formed the  same?  Example:  The  duty  "obtains 
information  on  applicants  through  interviews" 
may  be  performed  to  achieve  different  objec- 
tives. 

Financial  Assistance  Worker:  for  use  in  deter- 
mining eligibility  for  financial  assistance. 

Employment  Counselor:  to  determine  qualifica- 
tions and  occupational  preferences. 
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e.  Compare  other  sections  of  the  specification  and 
corresponding  sections  of  the  position  descrip- 
tion which  may  provide  additional  clarification 
to  help  you  answer  these  questions. 

(1)  Compare  Specification  section  on 
"Supervision  Received",  to  Position 
Description  Section  4,  "Supervision 
Received" . 

The  restrictions  placed  on  the  Incumbent's 
freedom  to  make  independent  decisions  may 
help  to  clarify  how  the  work  is  done. 

(2)  Compare  Specification  Section  on 
"Supervision  Exercised",  to  Position 
Description  Section  5  A  and  5B  on 
"Supervision  Exercised". 

In  some  supervisory  jobs,  the  duties  may 
deal  with  supervisory  and  administrative 
activities  only,  without  defining  the  kind 
of  work  supervised.  The  kinds  of  employees 
supervised  may  help  in  defining  the  field 
of  work. 

(3)  Compare  Specification  Section  on 
"Qualifications"  to  Position  Description 
section  7 , "Qualifications  Required  At  Hire" 

Although  position  classification  should  be 
concentrated  on  the  duties  performed  and 
not  the  qualifications  needed  to  perform 
them,  these  sections  may  indicate  spe- 
cialized job  knowledges  which  help  to 
define  the  field  of  work. 

Examples : 

Knowledge  of  the  principles  and  practices 
of  marine  biology. 

Knowledge  of  the  principles  and  practices 
of  cost  accounting. 
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2.   Make  these  comparisons  with  each  of  the  specifications 
you  have  selected.   Find  the  specification  that 
matches  best  in  terms  of  the  field  of  work,  methods 
used,  and  applications  of  the  work  performed. 

B.  Once  you  have  found  a  good  match  on  job  content,  find  the 
class  with  the  same  level  of  responsibility  and  degree  of 
complexity  as  the  position. 

1.   Read  Specification  Section  on  the  "Examples  of  IXrties" 
and  compare  this  section  to  Section  6,  "Duties  and 
Responsibilities",  on  the  position  description.  Also 
compare  the  "Supervision  Received"  and  "Supervision 
Exercised"  sections  on  the  specification  to  those  on  the 
position  description  (Sections  4,5A  and  5B.  Ask  your- 
self the  following  questions  in  comparing  each  class 
specification  to  the  position  description: 

a.  Is  the  level  of  supervisory  responsibility  the 
same,  in  terms  of  the  number  and  kinds 
(professional,  technical,  clerical,  etc.)  of 
employees  supervised? 

b.  How  many  limitations  are  there  on  freedom  to 
make  independent  decisions?  How  closely  must 
Incumbents  adhere  to  agency  procedures,  poli- 
cies, etc.?  How  closely  and  frequently  is  the 
work  of  these  jobs  reviewed?  Are  these  controls 
the  same  for  the  position  and  the  class  being 
compared? 

c.  Is  the  scope  of  the  work  performed  comparable  in 
terms  of  the  variety  of  work  functions 
supervised? 

d.  What  kinds  of  decisions,  policies,  and  approval 
of  the  work  of  others  must  Incumbents  of  these 
positions  make?  How  much  impact  do  these  deci- 
sions have  on  the  work  unit,  the  agency,  other 
agencies,  or  agency  clientele?  Are  these  fac- 
tors comparable? 
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e.  Is  the  level  of  expertise  within  the  field  of 
work  comparable?  Are  the  jobs  entry  or  jour- 
neyman level? 

f .  How  visible  are  these  jobs?  Must  incumbents 
represent,  advocate,  or  explain  the  agency's 
policies  or  position  on  controversial  issues? 
How  much  impact  does  this  have  on  the  agency  or 
its  subdivisions?  Are  these  factors  comparable? 

2.   Criteria  for  Proper  Classification 

A  position  is  considered  to  be  properly  classified  if  the 
following  criteria  are  met: 

a.  The  position  is  assigned  a  majority  of  the 
duties  stated  on  the  class  specification  and  the 
remaining  duties  on  the  specification  do  not 
indicate  a  significantly  different  type  or  level 
of  work. 

b.  Important  duties  assigned  to  the  position  but 
not  found  on  the  class  specification,  do  not 
indicate  a  significantly  different  type  or  level 
of  work. 

Note:      A  "significantly  different  duty"  may  be  an 

important  duty  that  indicates  a  different  field 
of  work,  or  an  important  duty  that  indicates  a 
higher  level  within  the  same  field  due  to  signi- 
ficantly greater  technical  and/or  professional 
expertise. 

c.  The  methods  by  which  duties  are  performed  do  not 
indicate  a  significantly  different  type  or  level 
of  work. 

d.  The  position  is  assigned  the  same  type 

of  supervisory  responsibility  for  the  same 
number  and  kinds  (professional,  technical, 
clerical,  etc),  of  employees  indicated  on  the 
class  specification. 

e.  The  kinds  and  amount  of  qualifications 
(knowledges,  skills,  abilities  and  niiniraum 
entrance  requirements)  required  for  the  position 
do  not  indicate  a  significantly  different  type 
or  level  of  work  than  that  reflected  on  the 
class  specification. 

C.  Once  you  have  found  the  best  classification  for  the  posi- 
tion, fill  in  the  title,  position  title  code,  and 
appropriate  salary  on  the  Form  30. 

D.  If  you  cannot  determine  an  appropriate  classification  after 
performing  all  of  the  steps  listed  above,  contact  the 
Department  of  Personnel  Administration  for  assistance. 


HOW  TO  PREPARE  AN  ORGANIZATION  CHART 
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HOW  TO  PREPARE  AN  ORGANIZATION  CHART 

I.  General:  An  organization  chart  is  the  graphic  presentation  of  the 
formal  interrelationships  of  the  various  units  of  an  organization, 
and  the  positions  in  each  unit. 

A.  Importance  of  the  chart:  The  organization  chart  is  important 
in  classification  plan  maintenance  because: 

(1)  It  yields  information  concerning  the  level  of  responsibili- 
ty, the  chain  of  command,  and  the  interrelationships  of  all 
positions  in  an  agency,  and  their  location  within  the 
organizational  structure; 

(2)  It  Is  a  guide  in  preparing  position  descriptions  and  class 
specifications . 

B.  Required  Contents:  The  organization  chart  of  an  agency  must 
include : 

(1)  Names  of  all  organizational  units  in  the  agency,  including 
major  divisions,  sections  and  functional  units. 

(2)  Official  payroll  titles,  position  numbers  and  appropriation 
account  numbers  for  all  agency  positions.  Functional  titles 
for  all  management  positions  must  be  indicated. 

(3)  Reporting  relationships  of  all  agency  positions,  manage- 
ment and  non-management. 

(4)  Date  the  chart  was  prepared,  and  the  date(s)  of  subsequent 
revisions . 

Note:   The  Appointing  Authority,  or  designated  agency  official, 
must  sign  the  organization  chart. 


II.  Design  of  the  Chart:  A  line-and-box  design  presents  the  required 
information.  A  single  box  represents  a  management  position,  a 
supervisory  position,  or  a  different  unit  of  workers  (See  page  3  of 
the  sample  chart  attached). 

A.   Line  Functions  and  Staff  Functions:  The  chart  must  include  all 
organizational  units  of  the  agency,  both  line  and  staff  func- 
tions. Persons  in  line  functions  do  the  work  for  which  the 
agency  was  created;  for  example,  social  workers  and  their  super- 
visors in  an  area  office  providing  direct  services  to  clients 
would  be  considered  to  be  performing  a  "line"  function  in  a 
human  services  agency.  Staff  functions  are  performed  to  render 
support  to  the  line  functions.  Staff  functions  would  include 
accounting,  personnel  and  research  activities  in  that  same 
human  services  agency.  In  the  sample  chart,  the  Regional 
Services  Division  is  a  line  function;  the  Administrative 
Services  Division  is  a  staff  function. 
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B.  Direct  Supervision:  A  single  box  should  be  used  for  each 
management  and  supervisory  position.  The  specific  function 
of  the  organizational  unit  supervised  should  be  clearly 
indicated  in  the  box  and  should  be  separated  from  the  posi- 
tion information  by  a  horizontal  line  (see  the  blocks 
entitled  "Office  of  the  Commissioner,"  "Administrative 
Services  Division"  and  "Personnel  Office"  on  pages  1-3  of 
the  sample  chart).  Solid  vertical  lines  connecting  boxes 
indicate  the  flow  of  authority  from  supervisor  to  subor- 
dinate personnel.  For  example,  the  vertical  line  leading 
out  of  the  "Corrmissioner"  box  represents  the  Commissioner's 
direct  supervision  over  the  Assistant  to  the  Commissioner, 
the  Deputy  Commissioner  and  the  Confidential  Secretary. 
The  Deputy  Commissioner  directly  supervises  a  Counsel  II, 
Administrative  Secretary  and  the  heads  of  the  three  divi- 
sions. Non-supervisory  personnel,  all  of  whom  report  to 
the  same  supervisor  or  manager,  can  be  grouped  together  in 
one  box  (See  pg.  3  of  the  sample  chart). 

C.  Indirect  Supervision:  The  extent  of  indirect  supervisory 
authority  can  also  be  represented  by  this  type  of  organiza- 
tion. In  the  sample  chart,  the  indirect  supervision  exercised 
by  the  Commissioner  includes  all  positions  reporting  to  the 
Confidential  Secretary  and  the  Deputy  Commissioner,  including 
all  the  personnel  in  the  three  divisions  not  detailed  in 
the  sample  chart.  The  indirect  supervision  exercised  by  the 
Director  of  Personnel  includes  one  Training  Specialist  I, 
one  Graphic  Arts  Technician  I,  and  two  Typists  (See  pg.  3  of 
the  sample  chart). 

III.  Steps  in  Preparation  and  Maintenance:  Follow  the  steps  below  to 
prepare  and  maintain  the  agency's  organization  chart: 

A.  Gather  the  Information:  Current  organization  charts  provide 
a  good  starting  point,  although  they  may  not  contain  all  of 
the  required  information.  Verify  reporting  relationships 
and/or  locations  of  organizational  units,  and  other  infor- 
mation by  contact  with  the  appropriate  manager  or  super- 
visor. Consult  personnel  files  and  records  to  verify 
accuracy  and  completeness  of  position  information  such  as 
position  and  account  numbers,  official  payroll  titles,  etc. 

B.  Draft  the  Chart:  Once  you  have  collected  and  verified  the 
required  information  to  be  represented  in  the  chart,  the 
chart  should  be  drafted  in  accordance  with  Section  II. 
Begin  with  the  top  management  level  and  work  through  the 
various  levels  of  supervision.  You  may  represent  large  or 
complex  organizational  units  on  more  than  one  page.  Use 
page  references  to  show  continuation  of  the  chart  (See  pp. 
1  and  2  of  the  sample  chart ) . 

C.  Complete  the  Chart:  Have  a  drafting  or  graphic  arts  unit, 
if  available,  prepare  the  chart.  The  date  of  the  final  copy 
should  be  indicated  on  each  portion  or  page  of  the  chart 
(See  sample  chart).  Individual  unit  managers  or  supervisors 
should  review  the  chart  for  accuracy  and  completeness 
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before  the  Appointing  Authority  or  designee  approves  the 
final  copy.  Each  agency  can  determine  the  mode  and  extent  of 
distribution  of  its  chart. 

D.    Keep  the  Chart  Current:  Review  the  organization  chart 

periodically  to  reflect  changes  in  positions  or  reporting 
relationships.  The  frequency  of  review  and  update  depends 
upon  the  particular  agency.  Some  agencies  continually 
change  their  staffing  and  may  choose  to  review  charts  as 
often  as  every  two  to  three  months;  for  others,  an  annual 
review  may  suffice.  When  you  revise  a  chart,  indicate  the 
date  of  revision  on  the  pages  containing  the  revisions. 
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DECENTRALIZATION  OP  CLASSIFICATION  PLAN  MAINTENANCE 

FUNCTIONS  TO  ALL  STATE  AGENCIES 
(NON-MANAGEMENT  POSITIONS) 

I.  General 

Decentralization  is  a  process  by  which  all  state  agencies  can  meet 
their  responsibility  to  keep  the  state's  position  classification 
plan  current.  The  Personnel  Administrator  retains  the  authority 
to  oversee  compliance  with  state  law  as  outlined  in  the  following 
section,  while  decentralizing  classification  plan  maintenance 
functions  to  the  Appointing  Authorities  of  all  state  agencies. 
This  action  is  consistent  with  the  accountability  of  state  agen- 
cies to  properly  utilize  positions  within  their  appropriate 
classes  and  the  companion  legislative  funding  levels  for  the  posi- 
tions. 

The  Department  of  Personnel  Administration  (DPA)  will  assume  the 
role  of  providing  leadership,  direction,  and  assistance  in  the 
decentralization  of  classification  plan  maintenance  and  ensuring 
compliance  with  applicable  laws,  rules  and  regulations.  The  agen- 
cies will  assume  the  role  of  implementing  these  functions 
according  to  the  policies,  procedures  and  standards  established  by 
DPA  and  of  providing  related  information  as  requested. 

The  following  procedures  pertain  to  non-management  positions  only. 

II.  Legal  Reference 

Chapter  30,  Section  45  of  the  General  Laws  of  Massachusetts  pro- 
vides for  the  establishment,  acininistration  and  maintenance  of  a 
statewide  classification  plan  under  the  direction  of  the  Personnel 
Administrator:  "...the  Personnel  Administrator  shall  establish, 
ackninister  and  keep  current  and  complete  an  office  and  position 
classification  plan... the  Personnel  Administrator  shall  classify 
all  appointive  offices  and  positions  in  the  government  of  the 
Commonwealth,  except  those  specifically  exempted  under  the  law...: 

(a)  shall  ascertain  and  record  the  duties,  responsibilities, 
organizational  relationships,  qualifications  for  and  other 
significant  characteristics  of  the  office  or  position; 

(b)  shall  group  into  single  classes  all  such  offices  and 
positions  regardless  of  agency  or  geographical  location, 
which  are  substantially  alike  in  the  duties,  respon- 
sibilities, organizational  relationships,  qualifications, 
and  other  significant  characteristics: 

(c)  for  each  such  class,  shall  establish  specifications 
which  shall  include... an  appropriate  descriptive  title  code 
number  for  the  class,  which  shall  be  the  official  title  of 
all  offices  and  positions  in  the  class,  and  shall  be  set 
forth  on  all  payrolls  by  name  or  code,  and... the  common 
features  of  the  duties,  responsibilities  and  organizational 
relationships  of,  qualifications  for,  and  other  significant 
characteristics  of  all  offices  and  positions  in  the  class; 
and 
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(d)  may,  from  time  to  time,  establish  new  classes  and  alter » 
divide,  combine  or  abolish  existing  classes." 

III.  Definition  of  Terms 

In  the  context  of  this  section,  the  following  definitions  of  terms 
will  be  used: 

A.  "Class"  or  "Title":  a  group  of  positions  forming  part  of 
the  classified  service  of  the  Commonwealth,  sufficiently 
similar  in  respect  to  duties  and  responsibilities  that  the 
same  descriptive  title  may  be  used  to  designate  all  positions 
allocated  to  the  class,  the  same  general  entrance  qualifica- 
tions may  be  required  of  incumbents  of  positions  in  the 
class,  the  same  general  tests  of  fitness  may  be  used  to 
choose  the  qualified  employees,  and  the  same  schedule  of  pay 
may  be  made  to  apply  under  the  same  or  substantially  the 
same  employment  conditions. 

B.  Classification  Plan:  a  comprehensive  system  of  job  classes 
in  which  the  content  and  Interrelationships  of  all  classes 
are  clearly  defined. 

C.  Official  Payroll  Title:  the  official  designation  for  each 
class  in  the  classification  plan  and  for  all  positions  in 
that  class.  Each  title  is  assigned  a  payroll  title  code,  for 
identification  and  recording  purposes. 

D.  Position:  a  job  which  may  be  held  by  an  individual 
employee;  there  may  be  more  than  one  position  in  the  same 
class;  a  position  represents  an  authorized  and  individually 
identified  group  of  duties  and  responsibilities  requiring 
the  full  or  part-time  employment  of  one  person. 

E.  Position  Description:  a  written  statement  of  the  duties, 
responsibilities  and  requirements  for  a  particular  position 
or  group  of  identical  positions. 

P.  Class  Specification:  an  official  description  of  the  charac- 
teristic duties,  responsibilities  and  qualification  require- 
ments of  a  class. 

G.    Decentralization :  the  responsibility  of  all  state  agencies 
to  keep  the  state  classification  plan  current. 

H.    Incumbent:  the  person  currently  performing  the  duties  of  a 
particular  position. 

I.    Permanent  Incumbent:  the  person  who  has  tenure  rights  to  a 
particular  position  and  who,  due  to  provisional  promotion, 
leave  of  absence,  etc.,  may  not  be  performing  the  assigned 
duties  of  the  position. 

J.    Supervisor:  the  person  to  whom  an  incumbent  directly 

reports  and  who  is  responsible  for  the  assignment  and  review 
of  the  incumbent's  work. 
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K.    Employee :  a  person  legally  employed  to  perform  the  assigned 
duties  of  an  authorized  position. 

L.    Agency  Analyst:  a  personnel  analyst,  or  person  in  another 
suitable  classification,  responsible  for  performing  classi- 
fication and  related  personnel  functions  in  the  agency. 

M.    Audit:  a  review  of  an  agency's  personnel  activities  to 

ensure  compliance  with  established  regulations,  procedures 
and  standards. 

N.    Schematic  List  of  Service  Groups  (Occupational  Group 
List) :  a  list  of  all  classes  arranged  according  to  the 
primary  field  of  work  in  which  duties  are  performed 
showing  both  their  relative  position  or  degree  of 
importance  in  the  classification  plan  and  the  rela- 
tionships among  all  such  classes. 

0.    Job  Analysis:  a  systematic  process  for  the  examination  and 
determination  of  (1)  the  nature,  characteristics,  functions, 
duties,  activities,  or  responsibilities  of  a  job;  (2)  the 
knowledge,  skill,  or  experience  which  is  essential  to  have 
for  its  performance,  and  (3)  the  environmental  conditions, 
safety,  equipment,  tools,  and  related  factors  of  the  job. 

P.    Allocation  (class):  the  official  initial  placing  of  a  class 
in  a  job  group  in  the  classification  plan. 

Q.    Allocation  (position):  the  official  initial  placing  of  a 

position  in  a  class  forming  part  of  the  position  classifica- 
tion plan. 

R.    Reallocation  (class):  a  change  in  the  official  placing  of  a 
class  in  the  classification  plan  which  may  result  in  a 
change  in  job  group. 

S.    Reallocation  (position) :  a  change  in  the  placement  of  a 

position  from  one  class  to  another  class  in  the  classifica- 
tion plan. 

T.    Upgrading:  placing  an  entire  class  in  a  higher  job  group 
within  the  appropriate  salary  schedule. 


Note:  class  upgradings  for  titles  subject  to  collective 

bargaining  may  be  effected  only  through  the  collective 
bargaining  process. 

IV.   Roles  and  Responsibilities: 

A.    Department  of  Personnel  Administration:  DPA  will 

assume  the  role  of  providing  leadership,  direction  and 
assistance  in  the  classification  plan  maintenance  pro- 
cess and  ensuring  compliance  with  applicable  laws, 
rules  and  regulations.  DPA  is  responsible  for  the 
following: 
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(1)  Developing  policies,  procedures  and  standards; 

(2)  Providing  training,  technical  assistance  and  resources 
to  the  agencies  in  the  implementation  of  decentralized 
functions;  the  resources  Include:  class  specifications 
for  all  classes,  Payroll  Title  Code  Manual,  staffing 
patterns,  and  other  technical  documents  and 
reference  materials  as  required. 

(3)  Coordinating  job  analysis  studies; 

(4)  Making  budget  recommendations  to  the  Legislature  on  the 
classification  of  new  positions,  upgradings,  realloca- 
tions, new  class  titles  and  grades  for  new  classes; 

(5)  Establishing  new  class  titles  with  the  approval  of  the 
House  and  Senate  Committees  on  Ways  and  Means; 

(6)  Preparing  and  issuing  new  and  amended  class 
specifications ; 

(7)  Auditing  the  classification  plan  maintenance  performed 
by  the  agencies; 

(8)  Conducting  annual  classification  reviews  of  certain 
titles  within  the  classification  plan  to  ensure  that 
Information  is  current  and  accurate; 

(9)  Conducting  appeals  for  reallocations  of 
managerial/non-managerial  positions  and  upgradings  of 
managerial  positions; 

(10)  Maintaining  related  records  and  files. 

B.  State  Agencies:  The  agencies  will  assume  the  role  of  Imple- 
menting classification  plan  maintenance  functions.  They  are 
responsible  for  the  following: 

(1)  Appointing  and  developing  agency  personnel  to  Implement 
classification  plan  maintenance  procedures; 

(2)  Informing  agency  supervisors  of  the  need  to  maintain 
up-to-date  information  on  the  content  of  all  jobs 
supervised; 

(3)  Maintaining  current  position  descriptions  and  organiza- 
tion charts; 

(4)  Regularly  Identifying  and  notifying  DPA  of  changes 
within  the  agency  that  may  Impact  upon  the  proper 
classification  of  jobs. 

(5)  Conducting  job  analyses  as  required  by  DPA; 

(6)  Reconmending  the  proper  classification  of  positions  in 
which  changes  have  occurred; 
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(7)  Implementing  reconmendatlons  resulting  from  DP  A  audits; 

(8)  Submitting  required  forms  and  reports; 

(9)  Maintaining  records  and  files. 

NOTE:  Official  Payroll  Titles  should  be  used  in  all 
correspondence  between  the  agency  and  DPA.  The 
agency  is  permitted  to  use  informal  titles  for 
positions  (e.g.  functional  or  working  titles 
such  as  "Secretary  to  the  Commissioner"  or  "Unit 
Chief")  only  for  Internal  purposes.  All 
employees  should  be  informed  of  their  official 
payroll  titles  in  order  to  ensure  their 
understanding  of  the  classification  and  compen- 
sation plan  and  the  comparability  of  their  jobs 
with  other  similar  jobs  in  the  agency  and  state- 
wide. 

V.    Employee  Rights: 

A.  Employee  rights  to  a  position  under  Chapter  31,  M.G.L.  or 
any  other  tenure  statute  or  collective  bargaining  agreement, 
will  be  protected  in  the  event  of  a  reclassification  that  is 
a  result  of  classification  plan  maintenance  activity,  even 
if  the  employee  in  question  does  not  currently  occupy  the 
position  being  reclassified. 

B.  All  employees  still  enjoy  the  right  to  appeal  their  indivi- 
dual classifications  to  the  Personnel  Administrator  under 
the  provisions  of  Chapter  30,  Section  49  of  the  Mass. 
General  Laws;  and  upon  receipt  of  an  unfavorable  ruling, 

to  the  Civil  Service  Commission.  Ebr  positions  subject  to 
collective  bargaining  agreements,  employees  may  appeal  their 
classification  according  to  the  provisions  of  the  respective 
agreement.  Employees  may  select  only  one  of  these  two  options. 

NOTE:  Class  upgradings  for  titles  subject  to  collec- 
tive bargaining  may  be  effected  only  through  the  collective 
bargaining  process. 

VI.   Procedures  for  Classification  Plan  Maintenance 

A.    General  Purpose:  Proper  maintenance  of  a  classification 

plan  requires  an  on-going  review  of  jobs  to  ensure  that  any 
significant  changes  in  the  duties  and  responsibilities  of 
positions  or  groups  of  positions  are  reflected  in  the  plan 
in  a  timely  and  accurate  manner.  This  review  can  result  in 
several  possible  actions: 

(1)  the  reallocation  of  positions  to  existing  classes; 

(2)  the  amendnent  of  existing  class  specifications; 

(3)  the  establishment  of  new  classes; 

(4)  the  division  of  a  class  into  two  or  more  classes; 
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(5)  the  consolidation  of  two  or  more  classes  into  one 
class; 

(6)  the  deletion  of  classes. 

Reallocations  of  positions  to  existing  classes  at  equal  or 
lower job  groups,  and  amendments  of  existing  class  specifi- 
cations, can  be  Implemented  Immediately  by  DPA;  at  present, 
reallocation  to  higher  job  groups  and  the  other  four  types  of 
changes  require  legislative  approval  prior  to  implementation. 

B.  Annual  Classification  Review  by  DPA:  DPA  will  establish  an 
annual  schedule  of  class  titles  to  be  reviewed  for  the  pur- 
pose of  plan  maintenance  as  follows: 

(1)  Up  to  25%  of  the  total  number  of  class  titles  in  the 
state  plan  will  be  reviewed  yearly. 

(2)  The  selection  of  titles  to  be  studied  will  be  based 
upon  the  distribution  of  particular  titles  over  a  cer- 
tain number  of  state  agencies  and  the  number  of  posi- 
tions both  statewide  and  within  each  agency  that  are  in 
each  class,  as  well  as  individual  problems  that  have 
been  Identified  throu^i  reports  submitted  by  agencies. 

(3)  The  agencies  will  conduct  job  analysis  of  the  titles  as 
specified  and  submit  job  analysis  material  in  accor- 
dance with  the  schedule  established  by  DPA. 

C.  Agency  Classification  Plan  Maintenance  Activities: 

Each  agency  will  be  required  to  comply  with  the  following: 

(1)  Maintenance  of  Organization  Charts  and  Position 
Descriptions : 

(a)  Organization  Chart:  The  agency  analyst  will 

be  responsible  for  maintaining  a  current  organi- 
zation chart  that  reflects  the  formal  interrela- 
tionships of  the  various  units  of  the  agency  and 
of  all  the  positions  within  each  unit.  Refer  to 
"How  to  Prepare  an  Organization  Chart." 

(b)  Position  Descriptions:  Position  descriptions 
(Form  30 fs)  are  important  to  the  classification 
plan  maintenance  process  because  they  communicate 
duties  and  responsibilities  to  supervisors,  incum- 
bents and  personnel  staff  alike;  promote  employee 
awareness  of  the  agency's  responsibility  in 
classification  plan  maintenance  activities;  and 
provide  documentation  to  identify  changes  in 

jobs  as  they  occur.  Concurrent  with  organization 
chart  development,  the  agency  analyst  will  train 
agency  supervisors  in  preparing  and  maintaining 
current  position  descriptions  for  all  position 
reporting  to  them.  A  sample  Form  30,  and  instruc- 
tions for  preparing  it,  are  contained  in  "How  to 
Classify." 
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The  procedures  outlined  below  should  be  followed: 

i.    Supervisors  should  complete  position  descriptions 
for  all  positions  reporting  to  them  and  sign  in 
the  space  Indicated.  Supervisors  should  then 
discuss  the  descriptions  with  incumbents  to 
ensure  that  the  information  is  both  accurate 
and  current,  and  that  employees  understand  the 
duties  and  responsibilities  of  their  positions. 
Both  parties  will  then  initial  and  date  the 
forms  in  the  spaces  provided  to  indicate  that 
discussion  has  taken  place. 

ii.    Original  Form  30* s  should  be  filed  at  the  work 
location,  and  copies  of  them  should  be  forwarded 
to  the  agency  analyst  at  the  central  personnel 
office  for  filing.  The  agency  analyst  should 
review  descriptions  as  they  are  received  to 
determine  compliance  with  instructions  and 
proper  classification  of  the  positions. 

ill.    Position  descriptions  should  be  reviewed  by 

supervisors  at  least  annually,  for  any  signifi- 
cant changes  that  may  have  occurred. 

iv.    When  significant  changes  in  position  descrip- 
tions are  identified,  supervisors  should 
prepare  a  new  or  revised  position  description 
and  repeat  steps  (i)  and  (ii)  above. 

v.    Supervisors  should  continue  to  review  and 

discuss  position  descriptions  with  newly  hired, 
transferred  and  promoted  employees,  in  order  to 
ensure  that  the  information  is  accurate  and 
current . 

(2)  Agency  Classification  Review:  Supervisors  will  report 
to  the  agency  analyst  any  significant  changes  in  the 
duties  or  responsibilities  of  positions  reporting  to 
them  that  may  warrant  changes  in  the  classification  of 
such  positions.  The  agency  analyst  will  identify 
classification  problems  by  reviewing  unit  reports, 
position  descriptions,  and  other  available  sources  of 
job  information.  In  each  of  the  following  cases,  the 
agency  analyst  should  be  alert  to  the  need  for  con- 
ducting job  analysis  for  the  positions  involved: 

-  Change  in  organizational  structure; 

-  Addition  of  new  programs  or  functions  established  by 
legislative  actions  or  executive  orders; 

-  Change  in  the  technology  used  to  accomplish  objec- 
tives (e.g.,  word  processing,  computerization); 

-  Requests  from  employees  or  supervisors  to  review 
position  duties. 
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The  agency  analyst  will  then  report  any  classification 
problems  to  DPA,  and  indicate  action  to  resolve  them.  The 
procedure  outlined  below  should  be  followed: 

(a)  Supervisors  complete  "Classification  Review 
Form-Unit"  (Exhibit  CM-I)  describing  the  changes. 
These  forms  should  be  submitted  to  the  agency  ana- 
lyst whenever  changes  are  indicated.  Annually, 
even  if  no  changes  have  occurred  during  the 
calendar  year,  a  report  should  be  submitted  no 
later  than  January  15  of  the  following  year. 

(b)  The  agency  analyst  then  completes  a  "Classification 
Review  Form-Agency"  (Exhibit  CM-II)  for  any  job 
changes  Identified  throughout  the  agency  that 
impact  on  the  proper  classification  of  positions, 
and  submits  the  report  to  DPA.  This  report  may  be 
based  upon  a  variety  of  information  sources,  such 
as  supervisor's  reports,  review  of  new  or  revised 
position  descriptions  submitted  by  supervisors, 
etc.  Annually,  even  if  no  changes  have  occured 
during  the  calendar  year,  a  report  should  be  sub- 
mitted to  DPA  no  later  than  February  1  of  the 
following  year. 

(c)  The  DPA  account  analyst  will  notify  the  agency 
of  the  course  of  action  to  take  (e.g.,  submit 
documents  to  initiate  staffing  change). 

(3)  Job  Analysis: 

(a)  when  required,  the  agency  analyst  will  conduct  job 
analysis  in  accordance  with  the  guidelines 
established  by  DPA.  (See  Job  Analysis  Procedures). 

(b)  Within  two  weeks  of  completion  of  job  analysis,  the 
agency  analyst  will  submit  recommendations  for 
resolving  classification  problems,  based  upon  the 
results  of  job  analysis  activities  and  together 
with  all  required  justification. 

(4)  Employee  Information:  The  agency  analyst  will  make 
available  to  all  agency  employees  all  memoranda 
governing  decentralization  as  an  explanation  of  the 
process . 

(5)  Miscellaneous  Activities:  The  agency  analyst  will  fur- 
nish written  reports  and  other  documents  as  required 
by  DPA. 

NOTE:  In  all  activities,  the  agency  must  comply  with 
DPA  established  policies,  procedures  and  guide- 
lines governing  the  decentralization  of 
classification  plan  maintenance. 
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D.    Agency  Records:  The  following  materials  must  be  maintained 
by  the  agency  (See  Exhibit  CM-III  for  a  recommended  order  in 
which  records  may  be  kept): 

( 1 )  Statement  of  Agency  Purpose  and  Mission:  brief 
progranmatic  description  of  overall  mission  and  func- 
tions of  the  agency,  including  all  subdivisions  and 
units. 

(2)  Qnployee  Questionnaires:  for  any  job  analysis  study 
conducted  either  by  the  agency  or  DPA,  the  question- 
naires completed  by  incumbents  and/or  supervisors 
should  be  filed  by  class  title,  appropriation  account 
number,  and  position  number.  Care  should  be  taken  to 
clearly  identify  the  official  payroll  title  of  the 
incumbent,  whether  managerial  or  non-managerial. 
Separate  files  should  be  kept  for  managerial  and  non- 
managerial  questionnaires. 

(3)  Position  Descriptions  (Form  30 's):  for  every  agency 
authorized  position,  filed  alphabetically  by  official 
payroll  title,  with  payroll  title  code  number  indi- 
cated. Duties,  responsibilities  and  qualifications  for 
each  position  should  be  clearly  outlined. 

(4)  Class  Specifications:  up-to-date  copies  of  class  spe- 
cifications should  be  maintained  for  all  agency  class 
titles . 

(5)  Organization  Chart:  (See  Exhibit  CM-IV)  a  graphic  pre- 
sentation of  the  formal  interrelationships  of  the 
various  units  of  an  organization  in  terms  of  their  (1) 
purposes  and  objectives;  (2)  channels  of  formal 
communication;  (3)  lines  or  levels  of  formal  authority, 
control  and  coordination;  and  (4)  processes,  activities 
and  their  location. 

(6)  Agency  Roster:  current  list  showing  all  authorized 
agency  positions,  by  appropriation  number,  then 
numerically  by  payroll  title  codes  and  indicating 
position  numbers,  authorized  titles,  and  the  names  of 
current  incumbents.  Should  be  up-dated  periodically. 

(7)  Payroll  Title  Code  Manual:  an  official  list  of 
authorized  class  titles  issued  by  the  Department  of 
Personnel  Administration  and  maintained  by  the  agency. 

(8)  Schematic  List  of  Service  Groups  (Occupational  Group  List) 
List  of  all  classes  arranged  according  to  the  primary 
field  of  work  in  which  duties  are  performed  showing 

both  their  relative  position  or  degree  of  importance  in 
the  classification  plan  and  the  relationships  among  all 
such  classes,  issued  by  the  Department  of  Personnel 
Administration  and  maintained  by  the  agency. 
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(9)  Staffing  Pattern:  by  appropriation  number,  an  alphabe- 
tical listing  of  classification  titles  in  the  agency 
showing  payroll  title  code,  official  payroll  title  and 
the  number  and  civil  service  status  of  positions  in  each 
class,  issued  by  the  Department  of  Personnel  Administra- 
tion and  maintained  by  the  agency. 

(10)  Procedures  Manuals:  a  current  copy  of  agency  personnel 
procedures,  including  guidelines  and  other  information 
issued  by  DPA. 

(11)  Position  Control  Records:  a  record  of  each  authorized 
agency  position,  filed  by  appropriation  number,  then 
numerically  by  position  number,  showing  official 
payroll  title  and  code,  and  a  record  of  incumbents, 
their  civil  service  status,  dates  of  hiring  and  ter- 
mination and  reallocation  information.  Cross-indices 
for  names  of  incumbents,  position  numbers,  and  official 
payroll  titles  and  codes  should  be  maintained  for  ease 
of  reference.  This  record  may  be  designed  for  manual 
or  automated  use. 

E.    DPA  Records:  EPA  will  have  available  the  following 
materials  for  use  by  the  agencies: 

(1)  Class  Specifications 

(2)  Payroll  Title  Code  Manual 

(3)  Schematic  List  of  Service  Groups  (Occupational  Group  List) 

(4)  Staffing  Patterns  (For  all  agencies) 

(5)  General  Roster  (For  all  agencies) 
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Exhibit  CM-III 

ORDER  OF  PILES  AND  RECORDS  -  AGENCY 


Ihe  following  is  a  recommended  order  in  which  required  files  and  records 
may  be  kept  within  the  agency: 

(1)  Statement  of  Agency  Purpose  and  Mission. 

(2)  Organization  Chart  (showing  all  subdivisions  and  units,  with 
appropriation  accounts  and  numbers  and  titles  of  positions). 

(3)  Staffing  Pattern. 

(4)  Position  Control  Record. 

(5)  Agency  Roster. 

(6)  Position  Descriptions  (by  class  title,  appropriation  account  and 
position  number (s)  -  revised  descriptions  filed  in  front  of  older 
descriptions). 

(7)  Classification  Review  Forms  and  related  documents 

(8)  SME  Identification  Sheets  (by  class  title  and  last  name  of 
incumbent). 

(9)  Non-Managerial  Questionnaires  (by  class  title,  appropriation 
account  and  position  number). 

(10)  Delegation  Records  (if  delegated): 

(a)  Federal  Temporary  Positions 

(b)  Excess  Quota  Positions 

(c)  Emergency  Positions 

(d)  Establishment  of  Sick  Leave  Positions  (LS-18) 

(e)  Changes  in  Staffing 

(f )  "In-Lieu"  Appointments 

(g)  Recruitment  Rates 

(h)   "03"  Consultant  Contracts 

(i)   Distribution  of  Vacancy  Reports 

(j)   Budget  Release  Notices 

(11)  Reference  File: 

(a)  Payroll  Title  Code  Manual 

(b)  Schematic  List  of  Service  Groups 

(c)  Class  Specifications 

(d)  DP  A/Agency  Procedures  and  Memoranda 

(12)  Employee  Personnel  Folders  (separate  locked  file-alphabetical  by 
employee  name-confidential). 
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GENERAL  ADMINISTRATIVE  PROCEDURE  FOR  AUDITS 
CONDUCTED  BY  DPA 

Audits  of  agency  personnel  functions  will  be  conducted  (1)  periodi- 
cally, for  delegated  functions;  and  (2)  according  to  DPA  schedule  for 
decentralized  maintenance  functions.  The  purpose  of  the  audit  is  to 
determine  compliance  with  established  policies  and  procedures.  The  audit 
will  include  an  examination  of  all  records  concerning  agency  personnel 
activities,  as  well  as  interviews  with  personnel  staff,  job  incumbents 
and  imnediate  supervisors  to  verify  that  agency  personnel  activities  are 
in  conformance  with  standards  as  set  forth  by  DPA.  The  size  of  the  audit 
team  will  depend  upon  the  size  of  the  agency  and  the  scope  of  the  audit. 

I.  Preliminary  Preparation:  The  DPA  analyst  should  prepare  for  the 
audit  by  obtaining  and  reviewing  all  pertinent  information  per- 
taining to  the  agency,  e.g.  laws,  rules,  regulations,  organization 
charts,  programs,  projects  and  other  related  information.  The 
analyst  should  then  develop  lists  of  questions  designed  to  gather 
information  about  audit  matters.  Finally,  the  analyst  should 
determine  which  personnel  in  the  agency  will  be  interviewed  to 
gather  the  necessary  information.  It  is  required  that  personnel 
directors  or  supervisors  and  agency  analysts  be  included  in  the 
audit  interviews,  at  minimum. 

II.  Scheduling:  The  analyst  will  contact  the  appropriate  Appointing 
Authority  and  Personnel  Director  by  telephone  to  arrange  a  con- 
venient time  to  conduct  the  audit,  giving  two  weeks  notice  to  the 
agency.  A  confirmation  letter  will  be  sent  (See  Exhibit  A-I)  to 
both  parties  establishing  the  date(s)  and  time  of  the  audit. 

HI.  Initial  Meeting:  Ihe  analyst  will  meet  briefly  with  the 

Appointing  Authority  to  explain  the  purpose  of  and  methods  to  be 
used  in  the  audit,  in  order  to  obtain  understanding  and  coopera- 
tion. A  request  may  be  made  that  the  agency  executive  contact  all 
supervisors  and  incumbents  who  have  been  selected  for  audit  pur- 
poses in  order  to  indicate  his/her  approval  and  desire  for  their 
cooperation.  Arrangements  should  be  made  at  this  point  to  sche- 
dule individual  or  group  meetings  of  the  selected  supervisors  and 
incumbents  in  order  to  orient  them  to  the  nature  and  purpose  of 
the  audit  and  their  role  in  it.  Arrangements  also  should  be  made 
to  provide  work  space  for  the  analyst  and  adequate  facilities  for 
conducting  interviews. 

IV.   On-Site  Activities:  The  analyst  should  make  all  necessary 

arrangements  for  conduct  of  audit  activities  such  as  the  examina- 
tion of  records  and  files  and  the  interviewing  of  agency  staff. 
Supervisors  should  be  contacted  regarding  the  time,  date  and  loca- 
tion of  interviews  to  be  conducted.  Staff  should  be  given  ade- 
quate advance  notice  (at  least  three  days).  The  analyst  should 
ensure  that  the  location  allows  for  confidentiality  and  freedom 
from  interruption.  The  analyst  should  examine  records  and  files 
in  accordance  with  audit  requirements,  and  conduct  interviews, 
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using  this  opportunity  to  verify  information  collected  from  exami- 
nation of  records  and  files,  if  appropriate.  When  audit  proce- 
dures call  for  particular  mLnimum  samples  to  be  chosen,  and  the 
auditor  discovers  errors  in  more  than  10%  of  the  sample  cases 
reviewed,  the  minimum  samples  should  be  exceeded.  If  problems 
arise  that  cannot  be  immediately  resolved  while  on-site,  the 
assigned  DPA  analyst  should  contact  supervisory  staff  at  DPA  to 
inform  them  of  the  nature  of  these  problems.  At  all  times,  the 
analyst  should  adhere  to  the  audit  schedule  and  comply  with 
established  audit  procedures. 

A.  Examination  of  Records  and  Files: 

The  analyst  should  inspect  the  personnel  office  records  and 
files  to  ensure  the  maintenance  of  all  required  information 
listed  in  the  Section  entitled  "Agency  Records".  The 
"Checklist  for  Agency  Records"  (Exhibit  A-II)  should  be 
completed  to  indicate  problems  identified. 

B.  Interviews  with  Personnel  Staff: 

The  interviews  should  be  planned  in  advance  by  the  analyst, 
and  should  cover  the  general  and  specific  topics  listed  in 
Exhibit  A-III.  A  written  report  will  be  prepared  from  the 
interview  notes  and  included  in  the  final  audit  report, 
indicating  findings  and  recommendations  for  improvement. 
The  analyst  should  refer  to  the  "Guidelines  for  Conducting 
Interviews"  (Exhibit  A-IV)  when  planning  the  interviews. 

C.  Interviews  of  Incumbents/Supervisors: 

1.)  A  sample  of  positions  representing  a  cross  section  of 
the  agency  functions  and  of  the  occupations  within  the 
agency  should  be  chosen  in  advance  of  the  audit. 
A  minimum  sample  of  10%  of  the  agency  staff  is  required; 
the  minimum  may  be  exceeded  due  to  the  presence  of  one 
or  more  of  the  following  conditions: 

(a)  Classes  identified  through  the  annual  DPA  review 
schedule  present  in  the  agency. 

(b)  Large  number  of  employee  complaints  or  appeals 
received  by  DPA. 

(c)  Incomplete,  unclear  or  conflicting  information 
submitted  by  an  agency  concerning  the  duties  and 
responsibilities  of  positions  (This  could  be 
identified  through  the  examination  of 
questionnaires  and  position  descriptions  for  par- 
ticular positions  in  the  previous  audit 
activity). 

(d)  Significant  changes  in  an  agency's  personnel 
staffing  request  due  to  new  programs  or  legisla- 
tive action. 
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(e)  A  large  number  of  staffing  changes  to  or  from  the 
same  class  title. 

(f)  A  large  number  of  in-lieu  appointments  in  the 
same  title. 

(g)  The  minimum  sample  should  also  be  exceeded  as 
interviews  are  being  conducted  and  classification 
problems  noted  by  the  analyst  in  more  than  10%  of 
the  cases. 

2. )  Interviews  should  attempt  to  include  the  incumbent  of 
the  selected  position,  the  immediate  supervisor,  or 
both  if  possible  (if  the  selected  position  is  vacant, 
the  immediate  supervisor  must  be  interviewed) . 

3.)  Care  should  be  taken  to  give  advance  notice  of  inter- 
views to  those  selected,  and  to  ensure  a  confidential 
location  for  the  interview. 

4.)  Interviewees  should  be  oriented  to  their  role  in  the 
audit  by  DPA  analysts,  agency  executives  or  agency  per- 
sonnel directors/analysts  and  given  pertinent  printed 
materials  (e.g.  DPA  procedures)  to  ensure  their 
understanding  and  cooperation. 

5.)  Advance  preparation  for  the  interview  should  include  a 
review  of  the  position  description,  organization  chart, 
class  specification,  employee  questionnaire  (if  any), 
and  any  other  available  background  material  relating  to 
the  particular  position  and  its  function  in  the  organi- 
zation. If  background  material  is  not  available,  it 
should  be  requested  from  the  agency  analyst. 

6.)  The  analyst  should  conduct  the  interview  according  to 
the  DPA  guidelines.  The  section  on  "Sample  Questions 
to  be  Used  in  the  Interviews  of  Incumbents/Supervisors" 
(Exhibit  A-V)  should  be  used  for  planning  the  par- 
ticular questions  to  be  asked.  When  practical,  ana- 
lysts should  observe  the  work  while  it  is  being 
performed  and  look  at  work  products. 

7.)  A  written  report  summarizing  the  results  obtained  from 
all  incumbent/supervisor  interviews  conducted  should  be 
prepared,  including  major  problems  in  classification 
and  recommendations  for  resolving  those  problems. 
Notes  from  interviews  should  be  maintained  by  the  ana- 
lyst in  a  separate  confidential  file,  or  can  be 
attached  to  the  audit  report  as  necessary. 

V.    End  of  Audit:  An  informal  closing  meeting  should  be  held  with  the 
assigned  agency  analyst  and  Appointing  Authority  to  thank  them  for 
their  cooperation  and  for  the  arrangements  that  were  made  and  to 
explain  that  they  will  be  notified  officially  by  the  Director, 
Bureau  of  Classification,  of  the  audit  results. 
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VI.   Final  Audit  Report:  Within  a  week  of  completion  of  the  audit,  the 
analyst  will  prepare  "Personnel  Audit  Report  Summary"  (Exhibit 
A-VT),  which  represents  an  overview  of  the  major  parts  of  the  audit 
conducted,  as  well  as  listing  the  names  of  agency  participants  in 
the  audit.  If  more  than  one  analyst,  the  team  will  meet  to  pre- 
pare a  consolidated  summary.  The  report  will  also  include 
appropriate  forms  completed  during  the  audit  (e.g.  Checklist  for 
Agency  Records)  and  any  other  supporting  data  (e.g.  interview 
notes).  This  report  will  be  submitted  to  the  Director  of  the 
Bureau  of  Classification.  A  copy  of  the  report  will  subsequently 
be  sent  to  the  Appointing  Authority  and  the  agency  analyst. 
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This  is  to  confirm  our  conversation  with 
on  in  which  we  discussed  our  schedule  to  conduct  an 

audit  of  personnel  activities  in  your  agency,  starting  on 

The  purpose  of  this  audit  is  to  determine  the  conformance  of  your 
agency  with  the  policy,  procedures  and  standards  as  set  forth  by  the 
Department  of  Personnel  Administration  (DPA).  The  findings  and  recommen- 
dations from  this  audit  will  serve  as  a  basis  for  evaluating  the 
existing  level  of  delegation  of  personnel  activities  to  your  agency  by 
DPA. 

The  audit  will  include  the  following  components: 

1)  Initial  Meeting:  Upon  arrival,  the  audit  team  will  meet 
with  you  and  selected  staff  participants  to  explain  the  pur- 
pose, scope  and  methods  to  be  used  in  the  audit. 

2)  Examination  of  Personnel  Records  and  Files  to  determine 
their  compliance  with  policy,  procedures  and  standards. 

3)  Interviews  with  Agency  Personnel:  The  audit  team  will  meet 
with  selected  employees,  including  personnel  staff,  super- 
visors and  job  incumbents  in  order  to  obtain  and  verify 
information  concerning  personnel  activities. 

4)  Closing  Meeting  with  you  and  your  personnel  represen- 
tatives . 

Subsequently,  the  Department  will  submit  to  you  a  final  audit  report 
containing  a  summary  of  the  major  findings  and  recommendations,  together 
with  all  forms,  checklists  and  other  documentation  generated  during  the 
audit . 

Thank  you  for  your  cooperation  in  our  effort  to  maintain  an 
equitable  and  effective  personnel  management  system  in  the  Commonwealth. 
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Fxhibit  A-II 

CHECKLIST  FOR  AGENCY  RECORDS 
1)  Employee  Questionnaires  Yes  No 

a)  Filed  properly?  Q  QJ 

b)  Completed  properly?  Q 

c)  Supervisor's  comments  stated? 
Comments : 


2)  Position  Descriptions 

a)  For  every  position  audited?  [H   j] 

b)  Filed  properly?  Q  Q 

c)  Completed  properly?  Q 

d)  Signed  by  supervisor  and  incumbent?  [3  Q 
Comments : 


3)  Class  Specifications 

a)  For  every  agency  title?  Q  Q 

b)  Up-to-date  copies?  □  [H 
Comments :                                      


4)  Organization  Chart 

a)  Up  to  date?  □  □ 

b)  Shows  lines  of  authority,  control  and  coordination?  □  □ 

c)  Covers  all  agency  functions  and  subdivisions?       CH  d 
Comments :  __ 
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5)  Agency  Roster  Yes  No 

a)  Up-to-date?  r~7  r~ 

b)  All  required  information  stated?  f~J  fj 
Comments : 


6)   Payroll  Title  Code  Manual 

a)  Available?  — 

b)  Up-to-date?  Q  Q 
Comments : 


7)  Staffing  Pattern 

a)  Up-to-date?  Q  ~ ~ 

b)  All  required  information  stated?  [~ J  ~ ~ 

c)  Does  agency  personnel  information  match  staffing 
pattern?  [~]  | — I 

Comments : ______ 


8)  Procedure  Manuals 

a)  Up-to-date?  Q  □ 

b)  Comprehensive?  Q  |  | 
Comments : 
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TOPICS  FOR  AUDIT  INTERVIEWS 


General  subject  areas  that  should  be  covered  by  analyst  include: 

1)  What  are  the  agency's  major  classification-related  problems?  What 
is  being  done  to  correct  them?  How  have  DPA  staff  assisted  the 
agency  in  resolving  these  problems? 

2)  Does  the  Personnel  Office  have  any  problems  implementing  par- 
ticular delegated/decentralized  activities?  Describe  those 
problems  in  detail. 

3)  If  personnel  staff  have  received  training  from  DPA,  have  them 
identify  and  evaluate  the  training  and  explain  their  evaluation. 

4)  What  recommendations  does  the  Personnel  Office  have  regarding 
improvement  of  DPA  training,  technical  assistance  or  resource 
coordination? 

5)  How  are  DPA  policies /procedures  comnunicated  within  the  agency? 

6)  How  does  the  agency  resolve  disagreements  between  supervisors  and 
incumbents  concerning  duties  assigned  and  duties  performed?  . 

7)  Have  appeals  been  filed  relative  to  assignment  of  duties  or  proper 
classification?  How  have  these  been  resolved? 

8)  What,  if  any,  presently  delegated  activities  should  be  returned  to 
DPA?  Why? 

9)  a)    What  additional  personnel  activities,  if  any,  should  be 

delegated  by  DPA  to  the  agency?  Why? 

b)    If  agency  is  not  presently  delegated,  what  is  the  potential 
of  the  agency  for  delegation? 

10)  Have  there  been  any  recent  reorganizations  at  any  level  within  the 
agency?  When  did  they  take  place?  How  was  the  Personnel  Office 
involved?  How  have  these  reorganizations  impacted  upon  proper 
classification?  How  did  the  Personnel  Office  resolve  problems 
arising  from  this,  if  any? 

11)  Who  is  responsible  for  comminicating  classification  respon- 
sibilities to  line  supervisors  and  providing  needed  training  and 
advice?  How  is  this  responsibility  carried  out?  What  training  is 
provided  to  supervisors,  and  how  often? 

12)  How  are  agency  classification/staffing  activities  monitored 
internally? 
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13)  Who  is  responsible  for  classifying/ reclassifying  positions  in  the 
agency?  How  is  that  person(s)  made  aware  of  classification  problems 
that  exist?  What  type  of  documentation  is  usually  the  basis  for 
classification/reclassification  decisions?  How  is  this  infor- 
mation verified? 

14)  How  frequently  are  position  descriptions  reviewed  and  updated? 
Who  is  responsible  for  carrying  out  this  activity  in  the  agency? 
Are  position  descriptions  signed  and  dated  by  both  supervisors  and 
incumbents? 

15)  What  information  is  available  in  the  Personnel  Office  concerning 
the  position  classification  process?  How  are  employees  advised  of 
their  rights? 


Exhibit  A-IV  -  1  - 


GENERAL  GUIDELINES  FOR  CONDUCTING  INTERVIEWS 

The  following  guidelines  are  meant  to  assist  analysts  in  con- 
ducting effective  interviews: 

A.  Advance  preparation  In  advance  of  conducting  interviews,  the  ana- 
lyst should: 

1)  Develop  a  list  of  questions  designed  to  gather  information 
related  directly  to  the  purpose  of  the  interview. 

2)  Advise  interviewees  well  in  advance,  of  the  purpose  of  and 
the  arrangements  for  the  interview,  making  certain  that  per- 
mission of  proper  agency  official  has  been  granted. 

3)  Select  proper  accomodations  for  the  interview,  to  ensure 
privacy,  lack  of  interruptions  and  sufficient  time  to  cover 
the  interview  content. 

B.  Format  of  Interview  The  analyst  should  conduct  interviews 
according  to  the  following  general  format: 

1)  Put  the  interviewee  at  ease  and  discuss  general  topics  until 
rapport  has  been  established. 

2)  Make  the  purpose  of  the  interview  clear;  explain  why  it  was 
scheduled,  what  should  be  accomplished,  and  how  the 
interviewee's  cooperation  will  be  helpful.  Emphasize  the 
confidentiality  of  the  interview  process. 

3)  Frame  questions  in  a  clear,  direct  and  unambiguous  manner, 
using  simple  and  easily  understood  language;  ask  one 
question  at  a  time;  ask  open-ended  questions  that  do  not 
"lead"  the  interviewee,  i.e.  that  do  not  imply  that  a  cer- 
tain response  is  desired. 

4)  Conduct  interview  with  patience  and  consideration  for  ner- 
vousness on  the  part  of  the  interviewee,  allow  the  inter- 
viewee time  to  formulate  and  verbalize  answers;  encourage 
the  Individual  to  talk;  be  courteous  and  show  interest, 
listening  attentively. 

5)  Probe,  using  simple,  diplomatic  questions,  in  order  to 
obtain  further  explanation  of  interviewee's  statements  or  to 
clarify  points  made;  for  example,  technical  job  language  may 
be  unfamiliar  to  interviewer. 

6)  From  time  to  time,  summarize  information  collected  to  that 
point;  use  time  efficiently,  adhering  to  subject  matter  and 
avoiding  digression;  answer  questions  of  interviewee 
without  divulging  recommendations  or  conclusions. 


Exhibit  A-IV  -  2  - 


7)  Do  not:  ask  personal  questions  that  interviewee  may  resent; 
take  issue  with  interviewee's  statements;  criticize  or 
suggest  changes  or  improvements  in  methods  of  work,  assign- 
ments, etc.;  predict  future  developments  relative  to  findings 
or  personnel  changes  (classification,  pay,  etc). 

8)  Tactfully  close  the  interview  when  it  is  no  longer  produc- 
tive of  required  information. 

C.    Recording  and  verification  of  data 

1)  Analyst  should  either  take  notes  manually  during  interview, 
reviewing  them  at  close  of  interview  to  ensure  that  all 
necessary  information  is  recorded;  or  record  the  data  from 
memory  immediately  after  the  interview. 

2)  Notes  should  be  complete  and  legible,  and  organized  logi- 
cally according  to  the  categories  of  information  required 
for  a  complete  analysis. 

3)  Notes  should  only  cover  the  pertinent  facts  relating  to  the 
subject  of  the  interview. 

4)  Job-related  data,  especially  trade  or  technical  language, 
should  be  verified  with  proper  agency  supervisor  or  offi- 
cial. 

5)  Completed  information  compiled  from  interviews  should  be 
verified  with  interviewees,  immediate  supervisors,  and  other 
applicable  personnel  if  possible. 
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SAMPLE  QUESTIONS  TO  BE  USED  IN  THE  INTERVIEWS  OF 
INCUMBEMS/SUPERVISORS 


It  is  recommended  that  questions  developed  for  incumbent/supervisor  inter- 
views cover  the  following  general  areas: 

1)  Type,  Difficulty  and  Complexity  of  Duties 

a)  What  is  the  dominant  field  of  work  covered  by  the  position? 

b)  What  place  does  the  employee's  position  occupy  in  the  flow 
of  work? 

c)  What  methods,  processes  and/or  procedures  are  used  to  get 
the  work  done? 

d)  What  regulations,  office  policies  or  guidelines,  or  standard 
techniques  of  the  occupation  govern  the  work  performed. 

e)  To  what  extent,  and  along  what  lines  is  the  employee 
required  to  exercise  original  judgement,  discrimination  and 
independent  thinking? 

f )  What  problems  are  peculiar  to  the  type  of  work  performed 
which  must  be  resolved  by  the  employee? 

g)  What  connection  do  other  employees  in  the  work  unit  have 
with  the  work  performed  by  the  employee,  in  terms  of  tech- 
nical or  administrative  review,  technical  advice,  etc.? 

h)    What  is  the  overall  scope  of  the  duties  of  this  position? 

What  is  the  difficulty  of  each  task  making  up  the  variety  of 
duties  performed?  What  are  the  most  outstanding  or  dif- 
ficult tasks  and  what  proportion  of  time  is  spent  upon  them? 

i)    How  frequently  do  tasks  of  varying  types  occur?  Is  the  job 
made  up  of  a  recurring  series  of  varied  tasks,  or  a  non- 
repetitive  series  of  new  tasks  to  be  performed  and  new 
problems  to  be  solved? 

j)    To  what  extent  is  public  contact  involved  in  the  position? 
What  types  of  people  are  dealt  with,  and  for  what  purposes? 

2)  Supervision  Received 

a)    What  kind  of  instruction,  advice  or  counsel  from  his/her 
superior  or  another  authorized  person  does  the  employee 
receive  before  and/or  during  the  performance  of  the  work; 
how  is  this  instruction,  advice  or  counsel  rendered  and  to 
what  extent? 
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b)  Is  supervisory  control  confined  to  administrative  areas  or 
does  it  cover  technical/functional  matters  of  the  job  as 
well? 

c)  Who  is  responsible  for  reviewing  the  finished  work  products 
of  the  employee? 

d)  Prom  whom  does  the  employee  receive  indirect  supervision 
(i.e.,  to  whom  does  the  employee's  supervisor  report?)  What 
is  the  nature  of  these  indirect  controls? 

e)  To  what  degree  does  the  supervision  received  by  the  employee 
include  the  following: 

(1)  Assignment  of  tasks? 

(2)  Instructions  and  guidance  on  policies,  procedures,  etc. 
affecting,  the  work? 

(3)  Overseeing  to  ascertain  whether  work  is  being  done 
according  to  instructions? 

(4)  Inspection,  checking  or  review  of  final  work  product? 
Describe  the  nature  of  this  review. 

3)  Non-Supervisory  Responsibilities 

a)  Where  is  the  position  located  within  the  organizational 
hierarchy?  Within  the  work  unit? 

b)  To  what  extent  does  the  employee  make  decisions  that  do  not 
require  higher  approval  and  that  are  in  most  cases 
unreviewed?  What  degree  of  freedom  is  allowed  the  employee 
from  procedural  or  supervisory  checks? 

c)  How  final  is  the  employee's  authority,  and  with  respect  to 
what  aspects  of  the  work  performed? 

d)  What  is  the  standard  of  accuracy  required  with  respect  to 
work  performed?  How  is  work  evaluated  in  relationship  to 
this  standard?  What  is  the  consequence  of  errors? 

e)  What  responsibility  for  reviewing  the  work  of  others  is 
involved  in  the  position?  What  is  the  purpose  and  scope  of 
the  review?  What  changes  can  the  employee  make  in  the  con- 
tent or  format  of  material  reviewed? 

4)  Supervisory  Responsibilities 

a)  How  many  employees  are  supervised  directly?  What  are  their 
classification  titles?  What  is  the  nature  of  their  work? 

b)  How  many  employees  are  Indirectly  supervised  through  subor- 
dinate supervisors?  What  are  their  classification  titles? 
What  is  the  nature  of  the  control  exercised  by  the  employee 
over  their  work? 
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c)    What  is  the  general  nature  of  supervisory/administrative 
controls  exercised  by  the  employee,  with  regard  to  each  of 
the  following  areas? 


Exercising  control  over  policies. 

Exercising  control  over  objectives  of  the  work. 

Planning  how  to  accomplish  objectives. 

Determining  flow  of  work. 

Performing  general  personnel  activities  (disciplinary 
actions,  hiring/promotion  actions,  leave,  etc.) 

Assigning  work. 

Determining  work  methods. 

Coordinating  activities  or  functions. 

Ensuring  quantity  and  quality  of  work  output. 


d)  How  does  the  employee  exercise  supervisory/administrative 
controls  over  others  (e.g.  through  direct  oral  request, 
written  methods,  etc.)?  To  what  extent  do  subordinate 
workers  exercise  initiative  and  judgement  independent  of  the 
supervisory  employee? 

e)  What  are  the  functions  of  each  unit  supervised?  What  lines 
of  authority  connect  these  units?  How  are  the  organiza- 
tional units  and  employees  supervised  distributed 
geographically? 
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PROCEDURES  FOR  AUDITING  AGENCY  PERFORMANCE 
OF  DELEGATED  CLASSIFICATION  FUNCTIONS 


I.  Selecting  samples  to  audit: 

A.  Select  a  separate  sample  for  each  delegated  function  (i.e. 
staffing  changes,  professional  recruitments ,  etc. )  according 
to  the  following  table: 

Number  of  actions         Sample       How  to  select 
in  function     Size sample  to  review 

1-10      100%  Review  every  action 

11  -  25       50%  but  at  least  10  Review  every  other 

action 
26  -  100       25%  but  at  least  15  Review  every  fourth 

action 
Over  -  100       10%  but  at  least  25  Review  every  tenth 

action 

B.  Count  actions  affecting  more  than  one  position  (i.e.  several 
new  federal  temporary  positions  established  at  the  same 
time)  as  separate  actions. 

II.  Auditing  the  sample: 

A.  Before  auditing  the  actions  in  a  specific  function,  review 
the  procedures  and  standards  for  that  function  and  have  your 
copy  of  the  procedures  with  you  when  you  conduct  the  audit. 
Also  review  and  have  with  you  the  material  on  'TCow  to 
Classify  a  Position". 

B.  Using  the  procedures  as  a  guide,  check  for  the  following: 

1.  All  the  material  required  for  documentation  is  in  the 
file  and  the  file  is  in  the  correct  sequence. 

2.  The  documentation  material  contains  sufficient  infor- 
mation for  review. 

3.  Procedures  were  followed  correctly.  Required  forms  and 
notices  were  completed  and  sent  to  appropriate  parties. 

4.  Actions  complied  with  applicable  laws,  rules,  and  regu- 
lations . 

5.  Actions  were  consistent  with  good  personnel  practices 
such  as  proper  classification,  merit  system  principles, 
etc. 

6.  Sound  decisions  were  made. 

7.  Actions  will  not  create  inequitable  relationships  with 
other  positions  in  the  agency  or  in  other  agencies. 
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C.  If  you  need  additional  Information  concerning  specific  posi- 
tions and  this  is  not  available  from  the  agency's  files  you 
may  have  to  conduct  desk  audits  with  Incumbents  of  these 
positions.  (See  "General  Guidelines  for  Conducting 
Interviews".) 

D.  If  more  than  10%  of  the  actions  audited  within  a  function 
have  procedural  or  qualitative  problems,  audit  100%  of  the 
actions  in  that  function.  Notify  your  supervisor  immediately 
if  you  determine  the  need  for  a  100%  audit,  as  this  may  re- 
quire rescheduling  of  work  assignments. 

III.  Recording  audit  results: 

A.  For  each  function,  fill  out  a  "Recommendations  for  Correction 
of  Agency  Personnel  Actions"  form.  (See  attached  sample). 
Your  recommendations  should  Include,  where  appropriate, 

such  considerations  as: 

1.  Reclassification  of  positions  to  more  appropriate 
titles . 

2.  Submission  of  Form  556  to  effect  changes  required  on 
the  requisition  and  Form  555  already  processed. 

3.  Changing  records  in  the  agency  and  in  DPA,  including 
submission  of  Form  557,  line  P2,  to  change  title. 

4.  Revision  of  other  notices  and  forms,  such  as  Staffing 
Change  Notices,  LS-18  Notices,  etc.,  and  submission  of 
corrected  notices  to  appropriate  parties. 

5.  Notification  of  affected  incumbents. 

B.  If  a  100%  audit  was  not  required  for  a  function  but  some 
corrections  were  necessary,  instruct  the  agency  analyst  to 
review  unaudited  actions  for  similar  problems  and  make 
appropriate  corrections. 

IV.  Summarizing  and  evaluating  agency  performance  of  delegated 
functions : 

A.    Prepare  a  "Summary  of  Audit  of  Delegated  Classification 
Functions"  form.  (See  attached  sample). 

1.   Information  concerning  the  total  number  of  agency 
actions,  total  number  audited  and  total  number  of 
audited  actions  accepted  and  rejected  can  be  obtained 
by  adding  these  figures  from  each  of  the  separate 
"Recommendations  for  Correction  of  Agency  Personnel 
Actions"  forms  you  have  already  prepared  for  each  func- 
tion. 
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2.   Try  to  categorize  the  kinds  of  problems  you  saw  most 
frequently  In  Section  I.  This  may  help  you  determine 
what  action  will  help  the  agency  improve  its  perfor- 
mance in  the  future.  Some  examples  of  patterns  you 
could  observe  are: 

a.  The  agency  may  have  correctly  performed  actions  in 
all  but  one  functional  area,  such  as  establishment 
of  excess  quota  positions.  This  may  be  corrected  in 
the  future  by  clarifying  the  procedure  for  the 
agency  analyst.  You  may  recommend  revisions  to  the 
procedures  themselves,  if  you  think  they  are  the 
source  of  the  agency's  confusion. 

b.  The  agency  may  have  carried  out  the  procedural 
aspects  of  all  actions  correctly,  but  may  have  made 
poor  classification  decisions.  This  may  be  an  indi- 
cation of  lack  of  experience  on  the  part  of  the 
agency  analyst  and  the  possible  need  for  additional 
training  of  that  analyst.  It  could  also  be  an  indi- 
cation that  agency  management  or  other  parties  have 
influenced  the  analyst's  decisions,  although  the  ana- 
lyst was  fully  capable  of  making  better  decisions. 

If  the  analyst's  decisions  were  consistent,  i.e. 
classification  decisions  were  correct  in  all  clear- 
cut  situations  but  were  incorrect  in  all  difficult 
cases,  you  should  assume  a  lack  of  expertise.  If 
poor  decisions  were  made  only  in  certain  cases,  there 
is  a  possibility  of  external  pressure  on  the  agency 
analyst,  especially  If  you  find  any  other  evidence  to 
substantiate  this  possibility. 

c.  The  agency  analyst  may  have  made  sound  decisions  but 
did  not  perform  the  procedural  aspects  of  the  work 
properly.  This  may  be  indicative  of  a  need  for 
further  training,  the  need  to  clarify  our  written 
procedures,  or  simply  carelessness  on  the  part  of 
the  agency  analyst. 

3«   Based  on  your  categorization  of  problems  encountered  in 
Section  I,  enter  your  comments  In  Sections  II 
(recommendations  for  additional  training  or  the  need  to 
revise  procedures  to  clarify  them)  and  III  (indications 
of  external  pressure  on  the  agency  analyst). 

4.   Assess  the  agency's  overall  performance  of  delegated 
classification  functions  in  Section  IV.  Include  in 
your  assessment  the  proportion  of  actions  performed 
incorrectly,  the  severity  of  problems  observed  in  terms 
of  their  effect  on  incumbents'  tenure  or  salary, 
distortion  of  the  classification  plan,  apparent  deli- 
berate attempt  to  circumvent  the  classification  plan  or 
civil  service  law,  etc.;  and  what  corrective  measures 
are  required  to  Improve  the  agency's  performance  in  the 
future.  Summarize  your  recommendations  in  Section  V. 


-4- 


B.    Attach  all  "Recommendation  for  Correction  of  Agency 

Personnel  Actions"  forms  to  the  Summary  and  submit  these  to 
your  supervisor. 


RECOMMENDATIONS  FOR  CORRECTION  OF  AGENCY  PERSONNEL  ACTIONS 


Agency. 


Function 


Number  of  Actions  by  Agency_ 


Number  of  Audited  Actions  Accepted. 


Number  of  Actions  Audited  by  DPA_ 
Re  j  ec ted 


List  rejected  actions  by  appropriation  number  and  either  position  number 
or  date  (as  appropriate) .  Recommend  corrective  action  for  each. 


Appropriation  #_ 
Recommendation : 


Position  #  or  Date 


Forms  needed: 


Appropriation  #_ 
Recommendation : 


Position  #  or  Date 


Forms  needed: 


(Attach  additional  sheets  as  needed.) 


DEPARTMENT  OF  PERSONNEL  ADMINISTRATION 
SUMMARY  OF  AUDIT  OF  DELEGATED  CLASSIFICATION  FUNCTIONS 


Name  of  Agency  Audited :_ 
Name  of  Agency  Analyst :_ 

Name  of  DPA  Analyst: 

Date  of  Audit: 


Total  #  Actions  in  all  functions 


Total  #  Audited  Actions  Accepted_ 


JPeriod  Covered  by  Audit :_ 


Total  #  Actions  Audited 


_Rejected_ 


to 


1.   Summarize  the  kinds  of  problems  most  frequently  encountered  in  this 
audit  (i.e.  specific  functions,  procedural  aspects,  judgment,  etc.) : 


II.   Do  you  recommend  additional  training  for  agency  analyst  on  delegated 
functions?   Yes     No Comments: . 
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III.   Is  there  any  indication  of  other  factors  or  pressure  adversely 
affecting  the  agency's  performance  of  delegated  functions? 
Yes No If  yes,  explain: 


IV.   Evaluate  the  agency's  overall  performance  of  delegated  functions: 
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V.   Analyst's  Reconmendations  to  Director,  Bureau  of  Classification: 


Audit  Unit  Supervisor's  Comnents: 


Signature : 
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JOB  ANALYSIS  PROCEDURES 

I.  Introduction 

It  is  the  responsibility  of  the  Department  of  Personnel 
Administration  to  ensure  the  proper  classification  of  all 
employees  in  positions  subject  to  the  State's  classification  plan. 
This  is  an  on-going  activity  that  must  be  kept  up  by  both  DPA  and 
all  state  agencies  covered  by  the  classification  plan.  A  key 
point  of  this  process  is  the  use  of  job  analysis  studies  to  main- 
tain the  accuracy  of  class  specifications  as  well  as  to  provide 
the  systematic  means  for  classifying  new  positions  and 
reclassifying  existing  positions. 

Job  analysis  is  defined  as  a  systematic  process  for  the  examina- 
tion and  determination  of  (1)  the  nature,  characteristics,  func- 
tions, duties,  activities,  or  responsibilities  of  a  job;  (2)  the 
knowledge,  skill,  or  experience  which  is  essential  to  have  for  its 
performance;  and  (3)  the  environmental  conditions,  safety,  equip- 
ment, tools,  and  related  factors  of  the  job.  Job  information  for 
job  analysis  will  be  obtained  through  the  administration  to  each 
employee  of  a  questionnaire  concerning  tasks  performed. 

While  DPA  will  provide  technical  assistance,  coordination  and 
direction,  agency  analysts  will  be  required  to  administer,  distri- 
bute and  return  job  analysis  questionnaires  on  an  on-going  basis. 

II.  Steps  in  Job  Analysis  Process 

The  job  analysis  process  usually  consists  of  the  following  steps: 

A.  Development  of  task  inventory  questionnaires  by  DPA. 

B.  Selection  of  Subject  Matter  Experts  (SMEs)  by  agency. 

C.  Review  by  SMEs  of  task  inventory  questionnaires. 

D.  Questionnaire  administration. 

E.  Development  of  draft  specifications  by  DPA. 

P.    Review  of  draft  specifications  by  agency  SMEs. 
G.    Resolving  position  misclassif lcations . 


Note:  For  new  classes  or  small  classes  for  which  no  task 
inventory  questionnaires  are  available,  the  above  procedures 
will  apply  but  with  one  important  difference.  In  these 
cases  SMEs  will  complete  the  open-ended  Employee  Question- 
naire for  Non-Managerial  Positions. 
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III.  Task  Inventory  Questionnaires-Development  and  Review 

A.  Questionnaire  Development 

Job  analysis  questionnaires  will  be  developed  at  DPA  using 
task  inventories  compiled  by  occupational  group.  Space  on 
the  questionnaires  will  be  provided  for  additional 
activities,  comments  by  the  employee's  supervisor,  and 
remarks  by  the  agency  analyst. 

B.  Review  of  Task  Inventory  Questionnaires  by  Subject  Matter 
Experts  (SMEs) 

Draft  questionnaires  for  classes  about  to  be  studied  will  be 
prepared  by  DPA  for  review  by  selected  subject  matter  experts 
(SMEs)  prior  to  full  scale  distribution.  The  purpose  of  this 
review  is  to  allow  SMEs  to  add  any  additional  tasks  that  may 
have  been  overlooked,  and  to  make  comments  and  corrections 
on  task  statements  they  feel  are  ambiguous,  vague,  or 
inaccurate.  The  draft  questionnaire  will  simply  be  an 
enumerated  list  of  task  statements  with  space  at  the  end 
for  additional  tasks. 

For  instructions  on  the  selection  of  SMEs,  see  Exhibit  JA-1. 

Job  analysis  instruments  have  been  designed  to  be  as  self- 
instructing  as  possible  so  that,  if  necessary,  SMEs  will  be 
able  to  perform  their  roles  with  a  minimum  of  oral 
instruction.  Agency  analysts,  however,  should  convene  their 
SMEs  either  centrally  or  regionally  to  ensure  the 
availibllity  of  expert  assistance  and  also  to  ensure  the 
prompt  return  of  completed  materials.  All  participating 
SMEs  should  be  notified  in  writing  of  their  selection  using 
the  memorandum  attached  as  Exhibit  JA-3. 

Since  the  review  of  draft  questionnaires  is  a  preparatory 
step  in  the  job  analysis  process,  the  recommended  sampling 
size  for  selecting  affis  is  smaller  than  that  recommended  for 
the  review  of  draft  specifications  covered  in  Section  V. 
The  following  table  is  included  as  a  guide  for  determining 
the  number  of  SMEs  needed  for  the  review  of  draft  question- 
naires : 

§   Incumbents  in    #  Incumbent  SMEs     #  Supervisory 
Agency  Title      SMEs 

1-5  1  1 

6-25  2  1 

26-50  3  1 

51  or  more  3  2 

SMEs  should  sign  an  attendance  sheet  noting  their  name, 
official  payroll  title  and  title(s)  which  they  are 
representing.  Attendance  sheets  should  be  dated  and  titled 
"Draft  Questionnaire  Review".  Agency  analysts  should  file 
the  attendance  sheets  chronologically  at  the  front  of  the 
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SME  identification  file.  Agency  analysts  will  then  forward 
the  results  of  the  SME  review  with  reconmendations  within 
the  timetable  established  by  DPA.  Once  received  at  DPA, 
returns  from  participating  agencies  will  be  consolidated, 
and  questionnaires  corrected  and  expanded  accordingly. 
Finalized  questionnaires  will  then  be  printed  and 
distributed  as  indicated  in  the  procedures  in  Section  IV. 

Note:  For  new  classes  or  small  classes  for  which  no 

task  inventory  questionnaires  are  available,  the 
above  procedures  will  apply  but  with  one 
important  difference.  In  these  cases  SMEs  will 
complete  the  open-ended  Employee  Questionnaire 
for  Non-Managerial  Positions. 

IV.   Questionnaire  Administration 

A.    Distribution  of  Questionnaires  from  DPA  to  Agencies 

The  questionnaire  administration  process  should  take  20  working 
days  according  to  the  following  timetable: 

No.  Days 
Activity  Needed 


Agency  analyst  distributes 
questionnaires  and  answer  sheets 
to  supervisors 

Supervisors  distribute  and  collect 
questionnaires  and  answer  sheets 

Supervisors  review  and  return 
questionnaires  and  answer  sheets 
to  agency  analyst 

Agency  analyst  codes  answer 
sheets,  reviews  questionnaires, 
collates  additional  activities 
and  returns  material  to  DPA 


Total    20 

Periodically,  according  to  a  pre-determined  schedule,  agency 
analysts  wil  be  notified  to  pick  up  job  analysis 
questionnaires  and  answer  sheets  at  DPA. 

Prior  to  the  pick-up  of  questionnaire  material,  telephone 
contact  between  DPA  and  the  agencies  involved  will  establish 
the  number  of  questionnaires  and  answer  sheets  needed  for 
each  title.  DPA  will  supply  the  required  amount.  Unless 
otherwise  instructed  by  DPA,  questionnaires  should  be 
distributed  to  all  incumbents  in  each  specified  class  title. 
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B.    Distribution  of  Questionnaires  within  Agencies 

Since  employees  will  be  asked  to  complete  questionnaires  at 
their  individual  work  sites,  the  agency  analyst  must 
establish  a  distribution  network  to  ensure  the  prompt 
distribution  and  return  of  questionnaires. 

The  following  points  should  be  taken  into  consideration  when 
distributing  questionnaires : 

1.  Once  the  participants  have  been  identified,  the  agency 
analyst  should  assemble  the  required  number  of 
questionnaires  and  answer  sheets  and  prepare  a 
distribution  sheet  listing  the  name,  unit,  official 
payroll  title  and  supervisor  of  each  participant.  All 
questionnaires  should  be  grouped  according  to 
supervisor's  name  and  unit.  Supervisors  then  will  have 
twelve  working  days  to  distribute,  review,  and  return 
all  questionnaire  material  to  the  agency  analyst. 

2.  Agency  analysts  should  ensure  that  each  package 
contains  the  following: 

a)  Memorandum  to  Bnployee  Supervisors  (Exhibit 
JA-4) 

b)  Sufficient  number  of  answer  sheets. 

3.  Supervisors  should  encourage  employees  to  participate 
in  the  questionnaire  process  and  explain  to  employees 
that  refusal  to  complete  a  questionnaire  may  result  in 
a  desk  audit  by  the  agency  analyst  or  by  a  DPA 
employee. 

4.  Supervisors  should  ensure  that  questionnaires  are 
returned  to  them  within  three  working  days  for  their 
review  and  comment. 

5.  Supervisors  will  review,  add  any  comments,  and  return 
all  materials  to  the  agency  analyst  within  five  working 
days  following  the  receipt  of  questionnaires  from 
employees . 

6.  To  ensure  one  hundred  percent  return  of  questionnaires, 
immediate  supervisors  should  be  instructed  to  complete 
questionnaires  for  vacant  positions  as  well  as  for 
incumbents  who  are  not  available  due  to  extended  sick 
or  vacation  leave.  Immediate  supervisors  will  also  be 
responsible  for  completing  questionnaires  for  employees 
who  refuse  to  do  so. 
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C.    Processing  of  Completed  Questionnaires  by  Agency  Analysts 

Questionnaires,  answer  sheets,  and  other  related  job  analysis 
material  returned  from  the  field  should  be  processed  by  the 
agency  analyst.  The  agency  analyst  should  take  the  following 
steps: 

1.  Determine  if  all  issued  questionnaires  have  been 
returned. 

2.  Determine  the  status  of  unreturned  questionnaires  and 
contact  DPA  if  a  100/5  rate  of  return  for  any  class  is 
not  possible  within  the  established  timetable. 

3.  Review  the  supervisors'  comments  on  the  questionnaires, 
noting,  in  particular,  remarks  concerning  whether  or 
not  the  incumbent  is  properly  classified. 

4.  Separate  the  answer  sheets  for  positions  identified  as 
apparent  misclassiflcations  in  step  3,  clearly  identify 
them  as  "misclassified"  and  hold  them  aside  for  future 
analysis.  Answer  sheets  of  those  suspected  of  being 
misclassified  will  be  processed  independently  by  DPA. 
More  details  on  handling  suspected  misclassifications 
appear  in  Section  VT. 

5.  Enter  any  pertinent  remarks  in  the  "Agency  Analyst 
Remarks"  section. 

6.  Code  questionnaires  according  to  coding  instructions 
provided  with  the  job  analysis  questionnaire  package. 

7.  Code  answer  sheets  for  optical  scanning  according  to 
coding  instructions  provided  with  the  job  analysis 
questionnaire  package.  AVOID  FOLDING,  MARKING  OR 
STAPLING  ANSWER  SHEETS.  Proper  handling  of  answer 
sheets  for  optical  scanning  is  critical.  Staples,  folds 
or  stray  marks  all  inhibit  the  optical  scanning 
process.  Careful  coding  of  answer  sheets  is  also 
important.  One  errant  coding  mark  will  cause  a  record 
of  responses  to  be  lost. 

8.  Photocopy  all  additional  tasks  listed  on  the 
questionnaires . 

9.  Group  answer  sheets  and  photocopies  of  additional  tasks 
by  class  title  and  forward  to  DPA. 

10.   File  in  a  central  location  at  the  agency  all  original 
questionnaires  by  class  title,  appropriation  number  and 
position  number,  again  separating  and  identifying  those 
of  employees  suspected  of  being  misclassified. 
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V.    Review  of  Draft  Specifications  by  Subject  Matter  Experts 


DPA  will  notify  agency  analysts  of  the  titles  for  which  draft  spe- 
cifications are  to  be  distributed.  From  the  time  of  notification, 
agency  analysts  will  have  ten  days  to  complete  the  following 
steps: 

1.  After  this  notification  is  received,  the  agency  analyst  will 
select  SMEs  according  to  the  criteria  described  in  Exhibit 
JA-1  "Selection  of  SMEs".  SMEs  should  be  notified  of  when 
and  where  to  report  for  review  of  the  draft  specifications. 
The  agency  analyst  must  have  a  completed  ID  sheet  for  each 
participating  SME.  The  analyst  will  select  and  notify  DPA 
of  the  number  of  SMEs  chosen  for  each  agency  title.  The 
following  table  is  included  as  a  guide  for  determining  the 
numbers  of  SMEs  needed  for  the  review  of  draft 
specifications : 

#  Incumbents  in  #   Incumbent  SMEs     #  Supervisory 

Agency  Title  _^ SMEs 

1-10  ~Too£               1 

11-25  50%  or  10  (which-       1 

ever  is  higher) 

26-100  25/5  or  15  "           2 

101  or  more  10%  or  25  "           3 

2.  Agency  analysts  will  then  obtain  a  sufficient  number  of 
draft  specifications  and  related  instructions  from  DPA.  A 
facsimile  of  a  draft  specification  package  is  attached  as 
Exhibit  JA-5. 

3.  The  agency  analyst  will  then  conduct  meetings  with  SMEs  to 
review  the  specifications.  Every  effort  must  be  made  to 
convene  SMEs  in  a  central  location  so  that  the  analyst  can 
exercise  control  over  the  sessions. 

4.  The  agency  analyst  should  ensure  that  participating  SMEs 
sign  an  attendance  sheet,  noting  their  name,  official 
payroll  title  and  title(s)  which  they  are  reviewing. 
Attendance  sheets  should  be  dated  and  entitled  "Draft 
Specification  Review".  Attendance  sheets  should  be  filed 
chronologically  at  the  front  of  the  SME  identification  file. 
The  agency  analyst  should  schedule  additional  sessions  for 
SMEs  who  fail  to  attend  the  original  session.  The  agency 
analyst  should  reschedule  sessions  as  quickly  as  possible  to 
keep  within  the  ten  day  timetable. 

5.  The  agency  analyst  will  then  forward  all  material  to  DPA. 
The  agency  analyst  should  attach  a  covering  memorandum 
stating  reasons  for  not  meeting  recommended  sample  sizes  for 
SME  participation. 


-  7  - 


VI.   Resolving  Position  Misclassifications 

The  above  job  analysis  procedures  are  primarily  designed  to 
maintain  the  State's  classification  plan  by  detecting  changes  in 
duties  generally  performed  in  specific  classes  and  amending  or 
rewriting  class  specifications  accordingly.  However,  the 
identical  job  analysis  instruments  can  be  used  to  identify, 
verify  and  correct  misclassifications  as  well. 

Suspected  misclassifications  can  be  brought  to  light  by  internal 
reporting  systems  established  through  decentralization,  by  DPA 
audit,  or  by  job  analysis  studies.  In  cases  of  suspected 
misclassifications,  it  will  be  necessary  to  isolate  questionnaires 
and  answer  sheets  for  separate  analysis.  (See  in  Section  IV, 
"Processing  of  Completed  Questionnaires  by  Agency  Analysts".) 

Analysis  of  positions  suspected  of  being  misclassified  must  await 
the  results  of  task  analysis  for  the  class  as  a  whole.  In  short, 
the  object  is  to  compare  a  list  of  frequent  and  critical  tasks  for 
the  position(s)  suspected  of  being  misclassified  against  the  list 
of  frequent  and  critical  tasks  for  the  class  as  a  whole. 
Similarities  and  differences  then  should  be  weighed  to  determine 
if  the  present  classification  is  appropriate,  or  if  reclassifica- 
tion is  necessary. 

In  most  situations,  classification  decisions  will  involve 
reviewing  the  frequent  and  critical  tasks  performed  by  individual 
incumbents  in  specified  positions  on  a  case  by  case  basis.  In 
such  cases,  frequent  and  critical  tasks  for  the  positions  in 
question  will  be  derived  from  responses  on  individual  question- 
naires. In  situations  involving  suspected  misclassifications  of 
many  positions  within  a  class  title,  data  processing  of  answer 
sheets  may  be  necessary.  If  such  is  the  case,  the  agency  analyst 
will  forward  the  answer  sheets  to  DPA  for  processing.  DPA  in  turn 
well  supply  resulting  lists  of  frequent  and  critical  tasks. 

To  resolve  classification  problems  for  an  individual  position,  the 
agency  analyst  should  take  the  following  steps: 

1.  Request  from  DPA  a  list  of  frequent  and  critical  tasks  for 
the  class  title. 

2.  Determine  frequent  and  critical  tasks  for  the  position  in 
question  by  listing  questionnaire  items,  including  addi- 
tional activites,  which  received  frequent  or  critical 
ratings. 

3.  Compare  the  list  from  step  2  to  that  of  the  class  as  a  whole, 
using  a  Position  Classification  Review  Form  (Exhibit  JA-6) 

to  weigh  differences  and  similarities.  Do  not  limit  your 
analysis  to  quantitative  factors,  i.e.  percentage  of  agreement 
between  lists  of  frequent  and  critical  tasks.  Concentrate 
on  important  or  significant  tasks  which  define  the  nature  of 
the  work  in  question.  Note  particularly  task  differences 
indicative  of  a  different  level  or  field  of  work. 
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4.    Recommend  an  appropriate  classification.  (Refer  to:  "How 
to  Classify  a  Position".)  Insert  the  recormiended  title  in 
the  space  provided  on  the  Position  Classification  Review 
Form.  Give  reasons  for  your  recommendation  on  a  separate 
sheet.  There  are  six  types  of  classification 
recommendations : 

a)  Retain  current  class  title.  Differences  in  tasks  per- 
formed are  few  or  insignificant;  current  class  title  is 
appropriate . 

b)  Reclassify  to  an  existing  level  of  current  series.  The 
existence  or  absence  of  level  distinguishing  tasks 
indicates  that  a  classification  to  a  higher  or  lower 
level  is  necessary.  The  field  or  type  of  work  of  the 
position  is  the  same  as  that  of  the  class  as  a  whole. 
An  appropriate  level  currently  exists.  (Explain  in 
detail  the  level  distinguishing  tasks  which  necessitate 
the  classification  to  a  higher  level.) 

c )  Reclassify  to  a  new  level  in  current  series.  Level 
distinguishing  tasks  indicate  a  higher  classification 
level  is  necessary  than  currently  exists.  A  new  level 
must  be  added  to  the  existing  series.  (Explain  in 
detail  the  level  distinguishing  tasks  which  necessitate 
the  classification  to  a  higher  level.) 

d)  Reclassify  to  an  existing  level  in  another  existing 
series.  Tasks  of  position  indicate  a  different  type  or 
field  of  work  than  that  of  present  classification. 
Task  profile  of  the  position  adequately  matches  the 
duties  on  a  specification  for  an  existing  class. 
(Explain  in  detail  field  distinguishing  tasks,  and 
give  justification  for  chosen  level.) 

e)  Reclassify  to  a  new  level  in  another  existing  series. 
Tasks  of  the  position  indicate  a  different  type  or  field 
of  work  than  that  of  the  present  classification. 

The  task  profile  essentially  matches  the  duties  on  a 
specification  for  an  existing  series,  but  no 
appropriate  level  currently  exists.  (This  is  similar 
to  case  "c"  in  that  the  recommendation  is  to  add  a  new 
level  to  an  existing  series.  Your  explanation  should 
address  both  the  field  distinguishing  tasks  that 
suggest  classification  to  the  chosen  series,  and  the 
level  distinguishing  tasks  which  make  necessary 
the  addition  of  a  new  class  level.) 

f)  Reclassify  to  a  new  class  in  a  new  series.  Tasks 

of  the  position  are  so  unique  and  specialized  that  no 
current  specification  exists  that  describes  the  type  of 
work  in  question.  (Explain  in  detail  the  nature  of  the 
specialized  work.  Discuss  which  existing  series  were 
considered  and  why  they  were  considered  inappropriate. 
Complete  a  position  description,  Form  30,  whenever  a 
new  series  is  recommended. ) 
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Groups  of  homogeneous  positions  may  be  included  on  the  same 
Position  Classification  Review  Form,  provided  that  all  the 
appropriation  and  position  numbers  are  duly  referenced.  Copies  of 
Position  Classification  Review  Forms  and  attachments  should  be 
forwarded  to  DPA  as  soon  as  possible.  Copies  should  be  forwarded 
for  all  positions  studied,  including  those  for  which  no  changes  in 
class  titles  have  been  recommended.  DPA  will  respond  to  these 
recommendations  within  ten  working  days. 

DPA  analysts  will  evaluate  all  requests  by  agency  analysts  to 
establish  new  classes  in  new  series  in  the  following  manner: 

1.  Decide  by  analyzing  Position  Classification  Review 
Forms  and  position  descriptions  if  a  new  series 

is  necessary.  Determine  if  all  options  for  classifying 
to  an  existing  series  have  been  considered. 

2.  If  it  is  determined  that  a  new  series  is  warranted,  it 
should  be  decided  if  the  agency  has  supplied  sufficient 
information  with  which  to  write  a  new  specification. 

If  not,  the  agency  analyst  who  originated  the  request 
will  be  notified  that  further  information  is  needed. 
The  agency  analyst  may  need  to  interview,  or  question 
an  incumbent  to  gather  the  required  information. 
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SELECTION  OF  S4Es 


Subject  matter  experts  (SMEs)  should  be  chosen  in  accordance  with  the 
following  guidelines: 

1.  SMEs  must  be  selected  as  far  as  possible  on  a  random  basis 
from  the  most  experienced  workers  to  achieve  a  represen- 
tative unbiased  sample  of  expert  workers  and  to  reassure 
union  officials,  whose  cooperation  is  essential  in  helping 
to  secure  employee  participation  in  the  study. 

2.  SMEs  should  be  immediate  supervisors  and  those  incumbents 
considered  to  be  superior  workers  who  are  thoroughly  fami- 
liar with  the  duties  of  their  own  class  title.  Selection  of 
SMEs  solely  on  the  basis  of  availability  must  be  avoided. 

3.  SMEs  should  be  cooperative  and  not  feel  coerced  into  par- 
ticipating in  the  study. 

4.  Whenever  possible,  employees  selected  as  34Es  should  have 
permanent  status  in  their  current  positions.  Since  this 
will  not  always  be  possible,  employees  with  provisional 
appointments  may  be  selected  as  SMEs  when  necessary. 

5.  Minority  and  female  employees  who  are  qualified  should  be 
represented  as  SMEs  in  at  least  the  same  proportion  that 
they  exist  in  the  class  title  from  which  the  SMEs  are  cho- 
sen. 

6.  Additional  SMEs  may  be  selected  to  reflect  functional  dif- 
ferences in  work  activity. 

7.  Agency  analysts  will  request  prospective  SMEs  to  complete 
SME  Identification  Sheets.  (See  Exhibit  JA-2.)  ID  Sheets 
should  be  reviewed  by  the  agency  analyst  before  the  distri- 
bution of  any  questionnaire  material  to  ensure  that  qualifi- 
cation criteria  are  met.  If  an  SHE  is  deemed  to  be 
unqualified,  the  agency  analyst  should  select  a  suitable 
substitute.  If  sample  size  requirements  cannot  be  met,  the 
agency  analyst  should  notify  DPA.  ID  sheets  should  be 
centrally  filed  at  the  agency  by  class  title. 
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SUBJECT  MATTER  EXPERT  IDENTIFICATION 

(This  box  is  to  be  filled  in  by  the  Agency  Personnel  Analyst) 

For  what  official  payroll  title(s)  is  this  person  to  act  as  a  subject  matter  expert?    If  the  person  is  to  be  an  SME 
because  he  or  she  is  an  immediate  supervisor,  the  SME  may  be  acting  in  that  role  for  more  than  one  title.   Please 
enter  below  the  titles  and  answer  codes  for  all  position  classifications  for  which  this  person  is  to  be  an  SME. 
The  first  3  digits  of  the  answer  code  should  be  the  identification  number.   The  last  5  digits  are  the  payroll  title  code 
number; 

Official  Payroll  Title  Answer  Code 

III' 


(Attach  an  additional  sheet  if  necessary) 


I      1      I      I      I 


Your  Name ID.  No. 


(Leave  space  vacant) 
Official  Payroll  Title Date   


Agency Unit  or  Location 

Were  you  selected  as  a  subject  matter  expert  because  you  are  an  incumbent   I |  ?     Immediate  supervisor   1 — I  ? 

or  other  | |  ?     If  other,  explain:. , — 


How  long  have  you  held  your  official  title? years    months 

What  was  your  title  before  that? 

Name  of  Agency  (if  different)  : 


How  long  were  you  in  that  title? years  months 

In  what  title  do  you  have  permanent  civil  service  status  ? 


How  long  have  you  supervised  people  in  the  title  being  studied? years  months 

Describe  briefly  other  related  work  experience: _____ 


Elementary  and  Secondary  Education:     Type  of  Course 


Circle  highest  grade  completed:        I23456789I0MI2 
What  courses  or  groups  of  courses  did  you  take  that  have  proved  helpful  in  doing  your  job  ? 


(over) 


Exhibit   JA-2 

Undergraduate  College:    Major, 
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Circle  highest  year  completed:      12      3       4      5 


Number  of  semester  hours  needed  for  degree 


Degree  received 


Number  of  semester  hours  completed 


What  courses  or  groups  of  courses  did  you  take  that  have  proved  helpful  in  doing  your  job  ? 


Graduate  College:  (I)  Major 


Number  of  years  completed 


Semester  hours  needed  for  degree Hrs.  completed Degree  received 


(2)  Major, 


Number  of  years  completed 


Semester  hours  needed  for  degree Hrs.  completed Degree  received 

What  course  or  groups  of  courses  have  been  helpful  in  your  work  ?    


Other  Training  (Vocational  school,  business  school,  etc.): 

(I)    Type  of  course  or  Major 

No. of  years  completed 


Credit  required 


Degree,  diploma,  or  certificate  received. 

(2)    Type  of  course  or  Major 

No.  of  years  completed 


Credit  required 


Degree,  diploma,  or  certificate  received 


Credit  received 


Credit  received 


What  courses  or  groups  of  courses  have  been  helpful  in  your   work? 


Licenses,  registrations,  or  certificates: 

(I) 

(2) 


Your  signature 


( Do  not  write  in  this  space) 
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MEMORANDUM 

TO:        Employees  Participating  in  Job  Analysis  Studies 

FROM:      (Appointing  Authority) 

SUBJECT:    Role  of  Subject  Matter  Experts  in  Job  Analysis  Studies 

You  have  been  selected  at  random  from  the  most  expert 
employees  in  this  agency  to  participate  in  a  job  analysis  study.  It  is 
necessary  to  periodically  review  the  job  content  of  all  classification 
titles  in  order  to  update  class  specifications  so  that  planning  and 
decision  making  concerning  such  important  personnel  related  matters  as 
selection,  recruitment  and  in-service  training  can  be  based  on  current 
information. 

At  the  present  time,  we  are  studying  the  group  of  position 
classifications  which  includes  your  own  title  or  one  over  which  you  have 
immediate  supervision.  The  position  classification  for  which  you  have 
been  selected  as  a  subject  matter  expert  will  be  explained  to  you  by  a 
member  of  this  agency's  personnel  unit. 

On  the  basis  of  your  work  experience,  you,  as  a  subject 
matter  expert,  are  best  qualified  to  assist  us  in  certain  phases  of  this 
study.  Soon  you  will  be  asked  to  either  review  a  list  of  task  state- 
ments or  review  an  updated  draft  specification  for  your  job  or  one  which 
you  supervise. 

Later,  we  will  ask  for  your  assistance  in  determining  what 
knowledges,  skills,  abilities  and  personal  characteristics  are  required 
to  adequately  perform  the  duties  of  the  job  and  to  determine  what  a  new 
employee  must  bring  to  the  job  in  order  to  perform  at  an  acceptable 
level.  Your  expertise  will  also  be  essential  in  helping  us  to  determine 
the  rninimum  entrance  requirements  for  the  job.  Your  personnel  analyst 
will  inform  you  of  how  and  when  you  will  be  involved  in  these  critical 
phases  of  the  study. 

NAME, TITLE, has  been  chosen 

to  represent  me  in  these  important  matters. 

Thank  you  for  your  cooperation.  I  am  sure  you  will  find  that 
your  participation  in  this  study  will  be  both  interesting  and 
worthwhile.  You  will  be  assisting  us  in  taking  a  major  step  toward  the 
development  of  a  modern,  responsive  personnel  system. 
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MEMORANDUM 

TO:  Employee  Supervisors 

PROM:  (Appointing  Authority) 

DATE: 

SUBJECT:  Administration  of  the  Employee  Questionnaires 

As  supervisors,  you  are  asked  to  distribute  the  appropriate 
Employee  Questionnaire  to  the  following  employees  in  the  official 
payroll  title . 

It  is  necessary  to  periodically  review  the  job  content  of 
all  classification  titles  in  order  to  update  class  specifications  so 
that  planning  and  decision  making  concerning  such  important  personnel 
related  matters  as  recruitment  and  in-service  training  can  be  based  on 
current  information. 

The  following  guidelines  should  be  observed: 

1.  Distribute  the  questionnaire  forms  and  answer  sheets  t*j 
each  listed  employee  whom  you  supervise  as  soon  as  you 
have  received  them. 

2.  Answer  any  questions  your  employees  may  have  regarding 
the  questionnaires.  If  you  are  unable  to  answer  cer- 
tain questions,  tell  the  employees  that  you  will  try  to 
obtain  the  answers  from  this  agency's  personnel  ana- 
lyst. 

3.  Employees  should  not  be  concerned  if  some  questionnaire 
task  statements  do  not  apply  to  their  particular  job 
since  the  questionnaire  covers  many  position  titles. 

4.  Remind  the  employees  that  they  must  return  their 
questionnaires  and  answer  sheets  to  you  within  three 
working  days.  Please  take  steps  to  insure  that  the 
questionnaires  are  returned  on  time  and  that  they  are 
completed  properly. 

5.  Review  completed  questionnaires  and  fill  out  the 
"Supervisor's  Comments"  section  of  the  questionnaires. 

6.  If  an  employee  will  be  returning  soon  from  a  vacation 
or  a  brief  illness,  you  may  wait  and  let  that  employee 
answer  the  questionnaire  upon  return.  If  an  employee 
is  not  expected  to  return  soon  due  to  extended  leave, 

'  or  if  the  position  is  vacant,  you  as  supervisor  must 
complete  the  questionnaire.  Indicate  such  in  the 
questionnaire  section  entitled  "Supervisor's  Comments". 
Do  not  transpose  questionnaire  responses  onto  answer 
sheets  in  such  cases. 
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PRELIMINARY  SPECIFICATION  TO  BE  REVIEWED 


BY  SUBJECT  MATTER  EXPERTS 


GENERAL  INSTRUCTIONS* 


The  attached  material  contains  a  preliminary  specification  for  a  series 
of  job  classes  which  includes  your  classification  title.  We  would  like 
you  to  carefully  review  all  thirteen  sections'  of  the  specification  and 
make  any  comments,  corrections  or  additional  statements  which  you  feel 
are  necessary. 

All  of  the  instructions  for  reviewing  the  preliminary  specification 
appear  at  the  front  of  the  package.  As  you  complete  each  section, 
please  refer  back  to  the  portion  of  the  instructions  corresponding  to 
the  section  you  are  about  to  review. 

You  may  make  brief  corrections  or  comments  directly  on  the  specifica- 
tion. A  Specification  Changes  Form  is  provided  at  the  end  of  the 
package  for  you  to  write  more  lengthy  corrections  and  comments.  When 
using  the  Specification  Changes  Form,  please  enter  the  section  number 
(roman  numeral)  and  item  number  corresponding  to  the  section  and  item  of 
the  specification  you  wish  to  comment  on,  correct,  or  replace.  You  may 
attach  additional  sheets  if  necessary.  You  may  also  line  out  wording  or 
statements  that  you  feel  do  not  apply  to  employees  in  your  job  title  in 
your  agency.  The  instructions  that  follow  are  in  the  order  of  the  sec- 
tion numbers  of  the  specification.  Please  refer  to  the  appropriate  sec- 
tion of  the  instructions  before  reviewing  each  section  of  the 
specification. 

I.  Series  Identification:  Included  in  this  section  is  a  list  of 
class  titles  covered  by  the  specification  from  lowest  to  highest 
order  of  increasing  complexity  and  responsibility.  If  you  think 
that  the  titles  as  stated  are  inappropriate,  indicate  what  you 
believe  is  a  more  suitable  title. 

II.  Summary  of  Series:  This  section  gives  a  brief  summary  of  the 

major  duties  as  performed  by  incumbents  of  positions  in  the  series 
as  well  as  a  statement  describing  the  basic  purpose  or  end  result 
of  the  work  performed.  Indicate  any  changes  to  this  section  which 
you  feel  would  better  describe  in  general  terms  the  nature  and 
purpose  of  duties  performed  by  incumbents  of  your  job  title. 

III.  Organizational  Levels:  This  section  ranks  the  class  titles  of  the 
series  from  lowest  to  highest  according  to  how  they  relate  to  each 
other  and  to  all  other  classes.  Before  making  any  changes  or  com- 
ments, please  refer  to  the  work  level  definitions  which  are  pro- 
vided at  the  end  of  the  instructions  for  Section  XIII.  These 
define  what  is  meant  by  such  terms  as  professional,  technical, 
administrative,  etc. 

*Note:  These  instructions  also  apply  if  you  supervise  employees 
in  this  series  of  job  classes,  even  though  your  title  is 
not  included  in  the  series. 
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7.  If  an  employee  at  first  refuses  to  answer  a  question- 
naire, try  to  persuade  him  or  her  to  do  so  by 
explaining  the  importance  of  his  or  her  input.  Do  not 
threaten  to  discipline  or  otherwise  coerce  any  employee 
unwilling  to  complete  a  questionnaire.  If  resistance 
persists,  explain  to  the  employee  that  you,  the  super- 
visor will  have  to  complete  the  questionnaire,  and  that 
refusal  to  complete  a  questionnaire  may  bring  about  a 
desk  audit  of  the  employee's  activities  by  either  your 
agency  personnel  analyst  or  an  employee  of  the 
Department  of  Personnel  Administration.  Important:  If 
you,  as  supervisor,  must  finally  complete  a  question- 
naire for  a  subordinate,  indicate  such  in  the  question- 
naire section  entitled  "Supervisor's  Comments".  Do  not 
transpose  questionnaire  responses  onto  answer  sheets  in 
such  cases. 

8.  Explain  any  delay  in  returning  answer  sheets  to: 

Agency  personnel  analyst  (NAME)  (JOB  TITLE)  who  can  be 
reached  at   TELEPHONE  NUMBER  . 
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IV.   Examples  of  Duties  Common  to  All  Levels  In  Series:  This  section 
enumerates  the  duties  which  are  common  to  the  entire  series 
regardless  of  level.  Duty  statements  in  Sections  IV  and  V  are 
written  cumulatively.  That  is,  with  the  assumption  that  duties 
performed  by  incumbents  of  positions  at  Level  I  are  also  performed 
by  incumbents  at  Levels  II  and  above.  Technically  this  assumption 
may  not  be  absolutely  correct  in  all  cases,  particularly  when 
there  are  many  levels  in  the  series,  but  using  such  an  assumption 
allows  the  specific  listing  of  duties  in  Section  V  that  clearly 
point  out  the  differences  in  responsibility  and  complexity  which 
distinguish  one  level  from  the  next. 

Please  follow  these  directions  in  reviewing  the  examples  of  duties  in 
both  Sections  IV  and  V: 

1.  Read  the  entire  list  of  duties  in  Sections  IV  and  V  before 
making  any  additions,  deletions,  or  corrections. 

2.  Make  the  following  decisions  about  each  duty  you  review: 

a.  Is  this  duty  one  that  is  performed  frequently  by,  or  is 
very  critical  to,  the  majority  of  employees  in  your 
agency  with  this  class  title?  If  it  is  not,  draw  a 
line  through  the  duty  statement,  and  explain  briefly  in 
the  margin  next  to  the  lined  out  statement  why  you 
deleted  it. 

Remember  that  you  are  representing  everyone  in  your 
agency  with  this  class  title,  not  just  yourself. 
Therefore,  if  the  duty  is  one  that  you  do  not  perform 
but  most  other  employees  in  your  agency  with  this  class 
title  with  whose  work  you  are  familiar  do  perform,  do 
not  delete  the  duty  statement  from  the  list.  Also 
remember  that  this  is  a  list  for  all  incumbents  in  your 
class  title,  and  may  contain  examples  of  duties  that 
certain  incumbents  do  not  perform. 

b.  Is  this  a  very  broad  duty  statement  that  includes  many 
examples,  not  all  of  which  concern  your  title?  If  so, 
line  out  any  examples  you  feel  are  inappropriate  for 
positions  in  your  title  in  your  agency. 

c.  Are  examples  pertaining  to  your  class  title  missing 
from  the  duty  statement?  If  so,  add  the  examples  in 
the  margin  or  between  the  lines  of  the  duty  statement. 

d.  If  some  of  the  wording  of  the  duty  statement  is  not 
technically  correct,  line  out  only  the  incorrect  por- 
tion and  insert  the  correct  language. 

3.  If  you  need  to  make  so  many  changes  in  a  duty  statement  that 
there  is  not  enough  space,  add  your  entire  revised  version 
of  the  duty  statement  on  the  Specification  Changes  Form  at 
the  end  of  the  package.  Please  write  in  the  columns  to  the 
left  of  your  revised  statement  the  section  number  (IV  or  V) 
as  well  as  the  item  number  of  the  duty  you  are  revising. 
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4.  When  you  have  made  all  necessary  changes  to  the  duty  listed, 
make  sure  that  no  important  duty  performed  by  employees  in 
your  agency  in  your  class  title  is  missing,  either  in  terms 
of  a  frequently  performed  duty  or  one  that  is  critical  to 
the  job.  Before  adding  a  statement,  review  duty  statements 
on  the  printed  list  to  determine  whether  or  not  it  is 
covered  by  any  more  generally  worded  duty  statement  on  the 
list.  If  not,  add  a  new  duty  statement  to  the  Specification 
Changes  Form.  In  place  of  the  item  number,  write  the  word 
"new"  to  indicate  a  new  rather  than  a  revised  duty  statement. 
Before  adding  a  duty  statement,  make  sure  that  it  does  not 
appear  in  either  Section  IV  or  the  Section  V  statements  for 
your  title  or  level. 

5.  In  Section  IV  and  V  certain  duty  statements  may  begin  with 
the  words  "Based  on  assignment,  may"  as  an  indication  that 
the  duty  is  performed  by  a  significant  number  of  incumbents 
but  is  not  characteristic  of  the  class  or  level  as  whole.  If 
these  duties  are  not  performed  by  incumbents  in  your  agency, 
you  may  simply  draw  a  line  through  them  with  no  explanation. 
If  a  duty  statement  which  starts  with  the  words  "Based  on 
assignment,  may"  applies  to  your  title  in  your  agency,  place 
a  check  mark  and  the  name  of  your  agency  to  the  left  of  the 
statement  number. 

V.  Differences  Between  Levels  in  Series:  This  section  enumerates 
duties  performed  at  each  level  in  addition  to  those  common  to  the 
entire  series.  These  duty  statements  indicate  progressively 
increasing  degrees  of  responsibility  and  difficulty  from  one  level 
to  the  next.  The  same  instructions  for  reviewing  Section  IV  apply 
here  as  well,  with  one  important  difference.  Limit  your  comments 
or  corrections  to  duties  performed  by  incumbents  of  your  title  or 
level  or  that  apply  to  the  title  or  level  you  are  representing. 

If  you  feel  that  a  duty  listed  as  applying  to  a  level  or  title 
higher  than  yours  applies  to  your  title  as  well,  indicate  so  by 
writing  in  the  margin  to  the  left  of  the  statement:  "Applies  to 
(your  title)  as  well".  If  you  feel  that  an  important  duty  that 
incumbents  in  your  title  in  your  agency  regularly  perform  has  been 
omitted  from  both  Sections  IV  and  V,  you  may  list  the  duty  on  the 
Specification  Changes  Form  at  the  end  of  the  package. 

VI.  Relationships  with  Others:  This  section  gives  a  summary  of  the 
typical  kinds  of  contacts  that  employees  in  your  job  title  have 
with  others.  You  may  line  out  any  such  listed  contact  that  you 
feel  is  inappropriate,  and  you  may  add  any  type  of  contact  that  is 
not  listed  but  you  feel  is  important  to  your  job. 

VH.  Supervision  Received:  Included  in  this  section  is  a  summary  of 
the  kind  and  degree  of  supervisory  or  other  controls  which  guide 
employees  in  your  job  title  in  your  agency.  Indicate  any  changes 
you  would  make  to  better  describe  the  kind  and  degree  of  super- 
vision that  employees  in  your  title  in  your  agency  perform. 
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VIII.  Supervision  Exercised:  This  section  provides  a  sunmary  of  the 
type(s)  of  supervision  exercised  over  the  numbers  and  kinds  of 
employees  by  employees  in  your  job  title  in  your  agency.  Please 
limit  your  comments  to  statements  concerning  your  job  title  or 
level  only.  The  following  definitions  of  the  types  of  supervision 
exercised  are  given  to  guide  you  in  making  any  necessary  changes 
to  this  section: 

Direct  Supervision  is  defined  as  supervision  over  the  daily  work 
activities  of  irrmediate  subordinates.  Direct  supervision  implies 
authority  to  assign  work  to,  and  accountability  for  the  work  per- 
formed by,  those  supervised.  Direct  supervisors  usually  have  the 
authority  to  at  least  recommend,  if  not  authorize,  such  personnel 
actions  as  hiring,  promotion,  disciplinary  action,  and  termination. 

Indirect  Supervision  is  defined  as  supervision  over  the  daily  work 
activities  of  others  with  subordinate  level  supervisors  between 
the  person  who  is  exercising  the  supervision  and  the  employees 
being  supervised.  The  individual  who  exercises  indirect  super- 
vision is  ultimately  responsible  for  the  work  of  all  employees 
indirectly  supervised,  no  matter  how  many  levels  of  subordinate 
supervisors  are  between  the  supervisor  and  the  employees. 

Note:  You  cannot  exercise  indirect  supervision  unless  you 
also  exercise  direct  supervision  over  supervisors. 

Functional  Supervision  is  defined  as  supervisory  responsibility 
for  only  a  portion  of  other  employees'  total  job  assignments, 
while  another  supervisor  exercises  direct  supervision  over  their 
basic  daily  work  activities.  Such  functional  supervision  may  be 
ongoing  in  terms  of  a  specific  technical  area,  or  may  be  on  a 
short-term  project  basis,  as  when  employees  from  one  unit  are 
working  "on-loan"  in  another  unit  because  of  unusual  workload 
demands. 

IX.  Working  Conditions:  This  section  includes  statements  of  any  unu- 
sual environmental  factors  affecting  employees  in  your  job  title, 
including  physical  hazards  and  traveling  requirements.  Does  this 
section  accurately  reflect  all  of  the  unusual  working  conditions 
associated  with  your  job  title?  If  not,  line  out  the  incorrect 
portions  and/or  insert  any  changes. 

X.   Qualifications  Required  at  Hire  for  All  Levels  in  Series:  This 

section  lists  statements  of  the  knowledges,  skills,  abilities,  and 
personal  characteristics  (KSAPs)  which  employees  in  your  title  in 
your  agency  must  possess  in  order  to  satisfactorily  perform  the 
duties  of  their  jobs  at  time  of  hire.  Listed  first  are  those 
qualifications  required  at  hire  for  all  levels  in  the  series. 
Then  those  qualifications  required  at  hire  for  levels  higher  than 
level  I  (if  there  are  any)  are  listed.  Excluded  from  this  section 
are  those  qualifications  which  are  acquired  while  on  the  job. 
These  appear  in  Section  XI.  Again  concentrate  on  your  title  or 
level  or  on  the  title  or  level  that  you  are  representing.  Bear  in 
mind  that  certain  qualifications  that  are  acquired  on  the  job  for 
lower  level  titles  may  be  required  at  hire  for  higher  level 

titles.  You  may  suggest  changes  if  you  feel  that  certain  qualifi- 
cations listed  as  required  at  hire  are  in  fact  acquired  on  the  job 
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and  vice  versa  for  positions  in  your  title  in  your  agency.  Any 
qualification  you  feel  is  important  to  your  job  but  not  listed  in 
either  Section  X  or  XI  may  be  added  on  the  Specification  Changes 
Form.  For  each  such  added  qualification  indicate  by  section  and 
item  number  the  duty  which  required  the  possession  of  the  qualifi- 
cation which  you  are  adding. 

The  following  definitions  are  supplied  to  assist  you  in  better 
understanding  the  specific  meanings  of  the  terms  "Knowledge", 
"Skill", "Ability",  and  "Personal  Characteristics". 

Definitions  of  Knowledges,  Skills, 
Abilities,  and  Personal  Characteristics 

Knowledge  -  a  body  of  information  applied  directly 

to  the  performance  of  a  function;  accumulated  infor- 
mation and  understanding  of  specific  facts,  prin- 
ciples, practices,  and  precedents  about  things, 
people,  and  data  relating  to  a  particular  subject 
area. 

Examples:   knowledge  of  cost  accounting 
knowledge  of  algebra 

Skill  -    technical  expertise  or  proficiency  in  the  performance 
of  a  manual  task  or  other  physical  activity,  usually 
learned  through  some  form  of  instruction,  training  or 
practice. 

Examples:   skill  at  typing  30  mailable  words  per  minute 
skill  in  operating  a  lathe 

Ability  -   a  natural  talent  or  acquired  proficiency  for  performing 
a  function,  either  mental  or  physical. 

Examples:   ability  to  conduct  interviews 

ability  to  keep  accurate  records 

Personal  Characteristics  -  other  traits  such  as  attitudes, 

indicating  that  a  person  can  perform  a 
task. 

Examples:   willingness  to  work  outdoors  in  adverse 
weather 
willingness  to  work  in  a  penal  environment. 

XI.   Qualifications  Acquired  on  Job  at  All  Levels  in  Series:  This  sec- 
tion lists  those  qualifications  which  are  required  for  satisfac- 
tory job  performance  but  are  learned  on  the  job.  Listed  first  are 
those  qualifications  which  should  never  be  required  at  hire 
regardless  of  the  level  in  the  series,  such  as  knowledge  of  speci- 
fic laws  or  procedures.  Then  qualifications  acquired  on  the  job 
at  each  level  in  the  series  are  listed.  Concentrate  on  those 
qualifications  which  apply  to  your  job  title  or  level  in  the 
series  and  recommend  any  additions,  changes  or  deletions  that  will 
result  in  a  better  description  of  the  qualifications  that  are 
learned  on  the  job  for  your  title  or  level  in  the  series. 
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HI.  Minimum  Entrance  Requirements:  This  section  includes  a  precisely 
worded  statement  of  the  niinimum  amounts  and  kinds  of  experience, 
education,  and  training  which  applicants  must  have  to  demonstrate 
that  they  have  acquired  the  qualifications  required  at  hire  for 
the  title  or  level  in  the  series.  Unless  specific  educational 
requirements  are  mandated  by  law  or  for  licensure,  minimum 
entrance  requirements  are  stated  in  terms  of  experience,  education 
and  training  substitutions  for  the  experience  required.  Entrance 
requirements  should  show  a  logical  progression  in  kinds  and 
amounts  of  experience  and/or  education  required  at  successive 
levels  in  a  series  consistent  with  the  additional  qualification 
requirements  at  each  level  as  listed  in  the  "Qualifications 
Required  at  Hire"  section  of  the  specification.  Minimum  entrance 
requirements  are  used  in  the  selection  process  to  screen  out  of 
competition  only  those  applicants  whose  experience,  education,  and 
training  do  not  demonstrate  that  they  have  had  the  opportunity  to 
acquire  the  qualifications  required  at  hire  for  satisfactory 
performance  of  the  duties  assigned  to  the  classes  involved.  They 
also  assist  applicants  in  identifying  jobs  for  which  they  are 
qualified. 

Minimum  entrance  requirements  in  the  past  for  many  class  titles 
were  arbitrarily  set  at  levels  higher  than  what  could  be  con- 
sidered true  niinimums.  Minimum  entrance  requirements  for  most 
titles  recently  have  been  lowered  to  comply  with  the  Federal 
Uniform  Guidelines  on  Employee  Selection  Procedures.  This  in  no 
way  suggests  that  job  titles  have  been  devalued  or  downgraded  as  a 
result.  Minimum  entrance  requirements  form  only  one  of  several 
steps  in  the  employee  selection  process. 

Consider  the  following  when  reviewing  the  Minimum  Entrance 
Requirements  for  your  title  in  your  agency.  If  you  wish  to  add  or 
change  a  minimum  requirement,  please  use  the  following  as  a  guide: 

1.  Is  the  amount  of  experience  required  the  minimum  period  of 
time  it  would  take  a  person  to  acquire  those  qualifications 
which  have  been  determined  as  being  required  at  hire?  Even 
if  some  applicants  might  need  more  work  experience  to 
acquire  the  necessary  qualifications,  remember  that  entrance 
requirements  should  reflect  only  the  niinimum  amount  of  time 
needed  to  acquire  these  qualifications. 

2.  Are  all  levels  of  work  experience  in  which  an  applicant 
could  have  acquired  the  necessary  qualifications  included? 
Definitions  of  work  levels  are  attached  at  the  end  of 

the  instructions.  If,  for  example,  you  are  reviewing 
the  proposed  entrance  requirement  for  an  entry  level 
professional  job,  make  sure  that  other  experience  at 
lower  levels  through  which  an  applicant  could  have 
acquired  at  least  some  of  the  necessary  qualifications 
is  included.  A  second  example  is  when  you  are  reviewing 
the  proposed  entrance  requirements  for  a  first-level  super- 
visory job.  You  should  make  sure  that  the  next  lower  level 
(i.e.  non^supervisory)  of  work  in  the  career  ladder  is 
included.  Be  as  all-inclusive  as  possible. 
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3.  Are  all  fields  of  work  in  which  an  applicant  could  have 
acquired  the  necessary  qualifications  included?  Be  as  all- 
inclusive  as  possible. 

4.  Are  all  the  major  duties  an  applicant  would  have  had  to 
perform  to  acquire  the  necessary  qualifications  stated 
properly? 

5.  Is  the  amount  of  specialized  work  experience  the  true  mini- 
mum period  of  time  it  would  take  an  applicant  to  acquire 
those  necessary  qualifications  which  could  not  be  acquired 
in  the  general  work  experience  described?  Note  that  the 
specialized  experience  is  part  of  the  total  general 
experience  requirement. 

6.  Are  all  levels  of  work  experience  in  which  an  applicant 
could  have  acquired  those  qualifications  covered  by  the 
specialized  work  experience  included? 

The  second  part  of  the  minimum  entrance  requirement  indicates 
the  kinds  and  amounts  of  education  and/or  training  used  as 
substitutions  for  the  required  experience. 

You  should  now  review  the  educational  and  training  substitutions 
for  the  required  experience.  Any  educational  or  training  substi- 
tution should  be  based  on  the  same  qualifications  that  were  con- 
sidered while  developing  the  experience  portion  of  the  ER. 

For  example,  if  a  requirement  of  three  years  of  professional  or 
technical  experience  performing  chemical  analyses  of  various 
substances  is  based  on  qualifications  involving  a  knowledge  of 
chemistry,  then  any  education  which  may  be  substituted  should  be 
in  chemistry  or  a  related  major  which  provides  the  same  qualifi- 
cations .  Substitution  of  education  or  training  in  an  unrelated 
major  such  as  history  or  music  would  be  unrealistic,  and  there- 
fore cannot  be  allowed,  as  there  is  no  direct  evidence  that  such 
a  major  would  provide  a  person  with  the  required  knowledge  of 
chemistry. 

Therefore,  as  you  review  the  proposed  education  and  training 
substitutions  for  the  required  experience,  you  must  constantly 
ensure  that  these  substitutions  demonstrate  that  a  person  has 
acquired  the  same  qualifications  that  one  would  have  acquired 
through  that  portion  of  the  experience  requirement  for  which  the 
education  or  training  may  be  substituted. 

Please  consider  the  questions  that  follow  as  you  review  educa- 
tional and  training  substitutions. 

Are  all  possible  majors  in  which  a  person  could  acquire  the 
necessary  KSAPs  listed?  Be  as  all-inclusive  as  possible  in 
recording  the  appropriate  majors. 

Would  the  degree(s)  allow  an  applicant  to  acquire  the  same 
qualifications  as  the  kinds  and  amounts  of  experience  for 
which  education  may  be  substituted?  Could  an  applicant  with 
a  lower  educational  level  also  have  acquired  the  necessary 
qualifications  ? 
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For  example,  if  an  applicant  could  acquire  the  same  qualifi- 
cations through  either  an  Associate's  Degree  or  two  years  of 
experience,  then  the  Associate's  (or  higher)  Degree  should 
be  allowed  as  full  substitution  for  these  two  years. 
Substituting  an  Associate's  Degree  for  only  one  year  and  a 
higher  degree  for  the  second  year  would  not  be  a  true  rninlmum. 

In  some  cases  an  educational  substitution  may  not  provide 
the  qualifications  that  can  be  acquired  only  through  spe- 
cialized experience.  In  such  cases  the  education  should  be 
allowed  as  a  substitution  only  for  all  or  part  of  the 
required  general  experience. 

Are  all  other  kinds  of  training  which  may  provide  the  necessary 
qualifications  included  in  the  training  section  of  the  minimum 
entrance  requirements?  Review  the  training  substitutions 
in  the  same  way  you  reviewed  the  educational  substitutions. 


XIII.  Special  Requirements:  This  section  includes  varying  licenses  or 
certifications  required  by  law  for  class  titles  in  this  series, 
including  licenses  to  operate  motor  vehicles  or  other  equipment. 
Please  make  sure  that  the  information  presented  is  truly  a  statu- 
tory requirement  and  not  a  requirement  that  has  been  arbitrarily 
imposed  in  the  past. 

Make  certain  that  you  have  included  all  appropriate  information 
either  on  the  specification  itself  or  on  the  Specification  Changes 
Form  at  the  end  of  the  package.  When  you  have  completed  your 
review,  please  return  this  entire  package  to  the  person  who  gave 
it  to  you. 

Thank  you  for  your  assistance. 


WORK  LEVEL  DEFINITIONS 


MANAGERIAL  work  involves  the  direction  of  an  agency  or  assigned  phase  of 
an  agency's  operations  and  includes  the  estimation  of  resources  required 
to  accomplish  objectives  and  the  establishment  and  implementation  of 
policies,  work  methods,  and  procedures  within  the  framework  of  broad 
policies  established  by  a  higher  level  executive  or  official.  Reporting 
staff  normally  includes  at  least  one  supervisory  level. 

ADMINISTRATIVE  work  involves  the  direction  of  a  small  segnent  of  an 
agency's  operations  and  includes  the  estimation  of  resources  required  to 
accomplish  objectives  and  the  development  and  recommendation  of  poli- 
cies, work  methods,  and  procedures  within  the  framework  of  broader  poli- 
cies established  by  a  higher  level  manager.  Reporting  staff  may  include 
a  supervisory  level. 

SUPERVISORY  work  involves  the  assignment  of  work  to,  and  review  of  work 
performed  by,  subordinates  and  includes  continuous  accountability  for 
the  quantity  and  quality  of  work  performed  by  subordinates  and  for  the 
accomplishment  of  assigned  work  operations  in  a  prescribed  manner. 

PROFESSIONAL  work  is  predominantly  intellectual,  requires  the  consistent 
exercise  of  judgnent,  and  requires  specialized  and  theoretical  knowledge 
which  is  usually  acquired  through  college  training  or  through  work 
experience  and  other  training  which  provides  comparable  knowledge. 

TECHNICAL  work  requires  a  combination  of  basic  scientific  or  technical 
knowledge  and  manual  skill  usually  obtained  through  specialized  post- 
secondary  school  education  or  through  equivalent  on-the-job  training. 

PROTECTIVE  SERVICE  work  involves  responsibility  for  public  safety, 
security,  and  protection  from  destructive  forces. 

PARAPROFESSIONAL  work  involves  some  of  the  duties  of  a  professional  per- 
formed in  a  supportive  role  and  requires  less  formal  training  and/or 
experience  than  is  normally  required  for  professional  work. 

CLERICAL  work  involves  the  orderly  processing  of  papers,  the  operation 
of  office  machines,  and  the  performance  of  routine  work  supporting  an 
office  or  organization  within  a  framework  of  procedures,  regulations, 
precedents,  and  instructions.  Work  may  be  procedural,  i.e.  concerned 
with  the  processing  but  not  the  subject  matter  of  a  transaction,  or 
substantive,  i.e.  concerned  with  the  subject  matter  of  the  transaction 
being  processed. 

SKTLLFD  TRADE  OR  CRAFT  work  requires  a  combination  of  special  manual 
skill  and  thorough  and  comprehensive  knowledge  of  work  processes  usually 
obtained  through  on-the-job  training  and  experience  or  through  appren- 
ticeship or  other  formal  training  programs. 

SERVICE  OR  MAINTENANCE  work  involves  manual  duties  not  requiring  spe- 
cialized skills  and  which  result  in  or  contribute  to  either  the  comfort, 
convenience,  hygiene,  or  safety  of  the  public  or  to  the  construction, 
upkeep,  and  care  of  property. 
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Sect.No. 

Item  No. 

SUGGESTED  CHANGE  OR  ADDITION 

a 

■ 
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SAMPLE 


POSITION  CLASSIFICATION  REVIEW 


1    - 


Present  Title: 


Agency: 


Appropriation  No: 


Position  No: 


Critical  and  frequent  tasks  in  common  with  class: 
Task  No. 


Task 


Tasks  frequent  or  critical  for  position(s)  but  not  for  class: 

Task  No.    Task 
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Tasks  frequent  or  critical  for  class  but  not  positions): 
Task  No. 


Task 


CLASSIFICATION  RECOMMENDATION: 

I.  Retain  current  class  title  (check  if  appropriate)) | 

Re-classify  as  follows: 

To  an  existing  level  of  current  series 

To  a  new  level  in  current  series 
To  an  existing  level  in  another  existing  series 
To  a  new  level  in  another  existing  series 
To  a  new  cla'ss  in  a  new  series 


Recommended  Title 


REASONS  FOR  RECOMMENDATION: 

On  a  separate  sheet,  give  reasons  for  your  recommendation.    Discuss  series  or  classes  considered  but  not  chosen,  and 
reasons  for  not  choosing.    Emphasize  level  or  field  distinguishing  tasks  performed  which  make  current  classification 
inappropriate. 


Check  here! |  if  a  delegated  agency,  and  indicate  action  taken  in  accordance  with  delegation  procedures: 
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JOB  ANALYSIS  PROCEDURES 
FOR  DPA  PERSONNEL  ANALYSTS 

I.  Introduction 

It  is  the  responsibility  of  the  Department  of  Personnel 
Administration  to  ensure  the  proper  classification  of  all 
employees  in  positions  subject  to  the  State's  classification 
plan.  This  is  an  on-going  activity  that  must  be  kept  up  by  both 
DPA  and  all  state  agencies  covered  by  the  classification  plan.  A 
key  point  of  this  process  is  the  use  of  job  analysis  studies  to 
maintain  the  accuracy  of  class  specifications  as  well  as  to  pro- 
vide the  systematic  means  for  classifying  new  positions  and 
reclassifying  existing  positions. 

Job  analysis  is  defined  as  a  systematic  process  for  the  examina- 
tion and  determination  of  (1)  the  nature,  characteristics,  func- 
tions, duties,  activities,  or  responsibilities  of  a  job;  (2)  the 
knowledge,  skill,  or  experience  which  is  essential  to  have  for 
its  performance;  and  (3)  the  environmental  conditions,  safety, 
equipment,  tools,  and  related  factors  of  the  job.  Job  infor- 
mation for  job  analysis  will  be  obtained  through  the  administra- 
tion to  each  employee  of  a  questionnaire  concerning  tasks 
performed. 

While  DPA  will  provide  technical  assistance,  coordination  and 
direction,  agency  analysts  will  be  required  to  administer, 
distribute  and  return  job  analysis  questionnaires  on  an  on-going 
basis. 

II.  Steps  in  Job  Analysis  Process  for  DPA  Personnel  Analysts 

The  job  analysis  process  usually  consists  of  the  following  steps: 

A.  Development  of  task  inventory  questionnaires  by  DPA. 

B.  Selection  of  Subject  Matter  Experts  (SMEs)  by  agency. 

C.  Review  by  SMEs  of  task  inventory  questionnaires. 

D.  Questionnaire  administration. 

E.  Task  analysis  by  DPA  personnel  analysts. 
P.  Development  of  draft  specifications  by  DPA 

G.   Review  of  draft  specifications  by  agency  SMEs. 

H.   Position  classification:  resolving  position  misclassifica- 
tions. 

Note:  For  new  classes  or  small  classes  for  which  no  task  inven- 
tory questionnnalres  are  available,  the  above  procedures  will 
apply  but  with  one  important  difference.  In  these  cases  SMEs 
will  complete  the  open-ended  Employee  Questionnaire  for 
Non-Managerial  Positions. 
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III.   Task  Inventory  Questionnaires  -  Development  and  Review 

A.  Questionnaire  Development 

Job  analysis  questionnaires  will  be  developed  at  DPA  using 
task  inventories  compiled  by  occupational  group.  Space  on 
the  questionnaires  will  be  provided  for  additional  activi- 
ties, comments  by  the  employee's  supervisor,  and  remarks  by 
the  agency  analyst. 

B.  Review  of  Task  Inventory  Questionnaires  by  Subject  Matter 
Experts  (SMEs) 

Draft  questionnaires  for  classes  about  to  be  studied  will  be 
prepared  by  DPA  for  review  by  selected  subject  matter 
experts  (SMEs)  prior  to  full  scale  distribution.  The  pur- 
pose of  this  review  is  to  allow  SMEs  to  add  any  additional 
tasks  that  may  have  been  overlooked,  and  to  make  comments 
and  corrections  on  task  statements  they  feel  are  ambiguous, 
vague,  or  inaccurate.  The  draft  questionnaire  will  simply 
be  an  enumerated  list  of  task  statements  with  space  at  the 
end  for  additional  tasks. 

For  instructions  on  the  selection  of  SMEs,  see  Exhibit  JA-1. 

Job  analysis  instruments  have  been  designed  to  be  as  self- 
instructing  as  possible  so  that,  if  necessary,  SMEs  will  be 
able  to  perform  their  roles  with  a  minimum  of  oral  instruc- 
tion. Agency  analysts,  however,  should  convene  their  SMES 
either  centrally  or  regionally  to  ensure  the  availability 
of  expert  assistance  and  also  to  ensure  the  prompt  return 
of  completed  materials.  All  participating  SMEs  should  be 
notified  in  writing  of  their  selection  using  the  memorandum 
attached  as  Exhibit  JA-3. 

Since  the  review  of  draft  questionnaires  is  a  preparatory 
step  in  the  job  analysis  process,  the  recommended  sampling 
size  for  selecting  SMEs  is  smaller  than  that  recommended  for 
the  review  of  draft  specifications  covered  in  Section  V. 
The  following  table  is  included  as  a  a  guide  for  determining 
the  number  of  SMEs  needed  for  the  review  of  draft 
questionnaires : 

#   Incumbents  in       §   Incumbent  SMEs       #  Supervisory 
Agency  Title        SMEs 

1-5  1  1 

6-25  2  1 

26-50  3  1 

51  or  more  3  2 

SMEs  should  sign  an  attendance  sheet  noting  their  name,  offi- 
cial payroll  title  and  title(s)  which  they  are  representing. 
Attendance  sheets  should  be  dated  and  titled  "Draft 
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Questionnaire  Review".  Agency  analysts  should  file  the  atten- 
dance sheets  chronologically  at  the  front  of  the  SME  iden- 
tification file.  Agency  analysts  will  then  forward  the 
results  of  the  SME  review  with  reconmendations  within  the 
timetable  established  by  DPA.  Once  received  at  DPA,  returns 
from  participating  agencies  will  be  consolidated,  and 
questionnaires  will  then  be  printed  and  distributed  as  indi- 
cated in  the  procedures  in  Section  IV. 

Note:  For  new  classes  or  small  classes  for  which  no  task 

inventory  questionnaires  are  available,  the  above  pro- 
cedures will  apply  but  with  one  important  difference. 
In  these  cases  SMEs  will  complete  the  open-ended 
Employee  Questionnaire  for  Non-Managerial  Positions. 

IV.  Questionnaire  Administration 

A.   Distribution  of  Questionnaires  from  DPA  to  Agencies 

The  questionnaire  administration  process  should  take  20 
working  days  according  to  the  following  timetable: 

Activity  No.  Days  Needed 

Agency  analyst  distributes 

questionnaires  and  answer  sheets 

to  supervisors  5 

Supervisors  distribute  and  collect 
questionnaires  and  answer  sheets  7 

Supervisors  review  and  return 

questionnaires  and  answer  sheets 

to  agency  analyst  5 

Agency  analyst  codes  answer 

sheets,  reviews  questionnaires, 

collates  additional  activities 

and  returns  material  to  DPA  _3 

Total  20 

Periodically,  according  to  a  pre-determined  schedule, 
agency  analysts  will  be  notified  to  pick  up  job  ana- 
lysis questionnaires  and  answer  sheets  at  DPA. 

Prior  to  the  pick-up  of  questionnaire  material, 
telephone  contact  between  DPA  and  the  agencies 
involved  will  establish  the  number  of  questionnaires 
and  answer  sheets  needed  for  each  title.  DPA  will 
supply  the  required  amount.  Unless  otherwise 
instructed  by  DPA,  questionnaires  should  be  distri- 
buted to  all  incumbents  in  each  specified  class  title. 
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3.  Distribution  of  Questionnaires  Within  Agencies 

Since  employees  will  be  asked  to  complete  questionnaires  at 
their  individual  work  sites,  the  agency  analyst  must 
establish  a  distribution  network  to  ensure  the  prompt  distri- 
bution and  return  of  questionnaires. 

The  following  points  should  be  taken  into  consideration  when 
distributing  questionnaires: 

1.  Once  the  participants  have  been  identified,  the  agency 
analyst  should  assemble  the  required  number  of 
questionnaires  and  answer  sheets  and  prepare  a  distri- 
bution sheet  listing  the  name,  unit,  official  payroll 
title  and  supervisor  of  each  participant.  All 
questionnaires  should  be  grouped  according  to 
supervisor's  name  and  unit.  Supervisors  then  will  have 
twelve  working  days  to  distribute,  review,  and  return 
all  questionnaire  material  to  the  agency  analyst. 

2.  Agency  analysts  should  ensure  that  each  package  con- 
tains the  following: 

a)  Memorandum  to  Employee  Supervisors 

(Exhibit  JA-4) 

b)  Sufficient  number  of  answer  sheets. 

3.  Supervisors  should  encourage  employees  to  participate 
in  the  questionnaire  process  and  explain  to  employees 
that  refusal  to  complete  a  questionnaire  may  result  in 
a  desk  audit  by  the  agency  analyst  or  by  a  DPA 
employee. 

4.  Supervisors  should  ensure  that  questionnaires  are 
returned  to  them  within  three  working  days  for  their 
review  and  conment. 

5.  Supervisors  will  review,  add  any  conments,  and  return 
all  materials  to  the  agency  analyst  within  five  working 
days  following  the  receipt  of  questionnaires  from 
employees . 

6.  To  ensure  one  hundred  percent  return  of  questionnaires, 
immediate  supervisors  should  be  instructed  to  complete 
questionnaires  for  vacant  positions  as  well  as  for 
incumbents  that  are  not  available  due  to  extended  sick 
or  vacation  leave.  Imnediate  supervisors  will  also  be 
responsible  for  completing  questionnairs  for  employees 
who  refuse  to  do  so. 

C.  Processing  of  Completed  Questionnaires  by  Agency  Analysts 

Questionnaires,  answer  sheets,  and  other  related  job  analysis 
material  returned  from  the  field  should  be  processed  by  the 
agency  analyst.  The  agency  analyst  should  take  the  following 
steps: 
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1.  Determine  if  all  issued  questionnaires  have  been 
returned . 

2.  Determine  the  status  of  unreturned  questionnaires  and 
contact  DPA  if  a  100%  rate  of  return  for  any  class  is 
not  possible  within  the  established  timetable. 

3.  Review  the  supervisors'  comments  on  the  questionnaires, 
noting,  in  particular,  remarks  concerning  whether  or 
not  the  incumbent  is  properly  classified. 

4.  Separate  the  answer  sheets  for  positions  identified  as 
apparent  misclassifications  in  step  3,  clearly  identify 
them  as  "misclassif led"  and  hold  them  aside  for  future 
analysis.  Answer  sheets  of  those  suspected  of  being 
misclassif ied  will  be  processed  independently  by  DPA. 
More  details  on  handling  suspected  misclassifications 
appear  in  Section  VI. 

5.  Enter  any  pertinent  remarks  in  the  "Agency  Analyst 
Remarks"  section. 

6.  Code  questionnaires  according  to  coding  instructions 
provided  with  the  job  analysis  questionnaire  package. 

7.  Code  answer  sheets  for  optical  scanning  according  to 
coding  instructions  provided  with  the  job  analysis 
questionnaire  package.  AVOID  FOLDING,  MARKING  OR 
STAPLING  ANSWER  SHEETS.  Proper  handling  of  answer 
sheets  for  optical  scanning  is  critical.  Staples, 
folds,  or  stray  marks  all  inhibit  the  optical  scanning 
process.  Careful  coding  of  answer  sheets  is  also 
important.  One  errant  coding  mark  will  cause  a  record 
of  responses  to  be  lost. 

8.  Photocopy  all  additional  tasks  listed  on  the  question- 
naires . 

9.  Group  answer  sheets  and  photocopies  of  additional  tasks 
by  class  title  and  forward  to  DPA. 

10.  File  in  a  central  location  at  the  agency  all  original 
questionnaires  by  class  title,  appropriation  number  and 
position  number,  again  separating  and  identifying  those 
of  employees  suspected  of  being  mis classified. 

V.     TASK  ANALYSIS  BY  DPA  PERSONNEL  ANALYSTS 

Personnel  analysts  at  DPA  will  perform  task  analysis  by  using 
the  Hartigan  computerized  method  for  large  classes  or  by  using 
an  alternative  hand  scored  method  for  small  classes  where  the 
task  inventory  is  not  used.  Exhibit  JA-12  explains  the  steps  to 
use  for  the  hand  scored  method  of  task  analysis. 

Exhibit  JA-6,  "Guidelines  for  Analyzing  Clusters  and  Subclusters", 
describes  in  detail  the  full  application  of  the  computerized 
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method  of  task  analysis.  For  the  purpose  of  classification  plan 
maintenance  an  analyst  need  only  be  familiar  with  the  methods 
of  identifying  frequent  and  critical  tasks  as  detailed  in  Exhibit 
JA-6,  Section  V. 

These  procedures  also  describe  ways  of  comparing  agency  titles 
within  subclusters,  comparing  agency  titles  with  other 
subclusters,  etc.  These  procedures  although  useful  for  broad- 
banding  and  dealing  with  classification  problems,  need  not  be 
utilized  for  routine  maintenance  activities.  The  objective  of 
classification  plan  maintenance  is  to  compare  a  current  list  of 
frequent  and  critical  tasks  and  related  job  analysis  data  to  an 
existing  specification  to  determine  if  the  specification  needs 
modification.  So,  for  routine  maintenance  analysis,  the  "forced 
cluster"  option  can  be  employed  so  that  frequency  and  criticality 
data  for  a  particular  class  can  be  "forced"  into  the  same  cluster 
or  subcluster  for  convenient  analysis  of  the  class  as  a  whole  and 
any  particular  agency  that  is  part  of  the  class  being  analyzed. 

As  mentioned  above,  task  analysis  can  be  made  for  an  entire  class 
or  agency  title,  functional  variation  within  an  agency  title,  or 
even  an  individual  position.  Task  analysis  must  first  be  con- 
ducted by  agency  title  and  then  synthesized  by  class  and  then  by 
series.  Since  the  report  to  the  specification  writing  unit  must 
be  in  a  "series"  format  to  be  consistent  with  the  format  of  the 
new  specifications,  all  classes  of  a  series  should  be  reviewed 
by  the  same  analyst. 

Task  analysis  should  begin  with  the  analyst  compiling  a  list  of 
all  agencies  with  positions  in  each  level  within  an  assigned 
series.  This  list  will  serve  as  a  checklist  to  ensure  that 
agency  titles  are  studied  in  the  proper  sequence  and  that  no 
agency  is  omitted  from  the  analysis. 

Starting  with  the  lowest  level  class  in  the  series,  the  analyst 
should  perform  the  following  sequence  of  steps  for  each  agency 
title,  repeating  the  process  until  all  agency  titles  are  covered. 

1.  Review  lists  of  additional  activities;  eliminate  duplicate 
or  insignificant  tasks.  Contact,  if  necessary,  agency  ana- 
lysts to  determine  the  applicability  and  importance  of  these 
tasks  to  the  class  (agency  title)  as  a  whole. 

2.  Using  the  mean  (average)  frequency/criticality  values,  iden- 
tify the  frequent  and  critical  tasks  using  the  methods 
described  in  Exhibit  JA-6.  (See  Exhibit  JA-12  for  a  hand 
scored  alternate  method  of  identifying  frequent  and  critical 
tasks  for  smaller  classes ) . 

3.  Compare  the  tasks  identified  in  steps  one  and  two,  to  the 
duties  in  the  existing  specification;  then  determine  those 
which  are  already  incorporated  in  present  duty  statements. 

4.  List  the  remaining  tasks  (those  deemed  not  on  the  existing 
specification)  on  a  Task  Analysis  Worksheet  (Exhibit  JA-9). 
Number  the  tasks  according  to  questionnaire  number;  if  the 
tasks  is  an  additional  activity,  write  "AA"  in  the  number 
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column.  Enter  the  frequency/criticality  score  in  the  space 
provided,  and  check  the  appropriate  column  —  "Add  to 
Specification",  "Level  Distinguishing",  "Field 
Distinguishing".  You  may  need  to  conduct  further  research  to 
determine  which  of  these  may  apply.  Space  is  also  provided 
on  the  form  for  brief  comments.  Make  sure  to  enter  at  the 
top  left  of  the  Task  Analysis  Worksheet  the  number  of  incum- 
bents in  the  agency  title.  This  is  the  number  found  under 
the  agency  abbreviations  on  the  computer  printouts. 

5.  On  the  back  side  of  the  Task  Analysis  Worksheet,  explain  in 
detail  any  level  or  field  distinguishing  tasks  and  differen- 
ces in  KSAPs.  Determine  if  a  new  level  is  needed  in  the 
series;  if  the  class  can  be  incorporated  in  another  existing 
series  or  if  a  new  series  is  justified.  Again,  further 
research  may  be  necessary. 

6.  Compare  the  duties  for  the  class  on  the  existing  specifica- 
tion to  the  frequent  and  critical  tasks.  Identify  on  the 
back  of  the  Task  Analysis  Worksheet  any  tasks  or  duties  on 
the  existing  specification  that  are  not  on  the  current  list 
of  frequent  and  critical  tasks.  Determine  if  such  tasks  or 
duties  should  be  removed  from  the  existing  specification. 

7.  Recommend  on  the  worksheet  an  appropriate  class  title  for 
the  class  being  analyzed,  indicating  reasons. 

8.  If  your  analysis  reveals  the  need  to  reclassify  an  entire 
agency  title,  enter  your  recommended  title  on  the  back  of 
the  Task  Analysis  Worksheet.  Do  not  include  the  data  for 
that  agency  title  in  the  remainder  of  your  analysis. 
Forward  to  the  specification  writing  unit  a  copy  of  the  Task 
Analysis  Worksheet  for  each  agency  title  considered 
misclassified  as  part  of  your  final  package. 

The  above  procedures  will  yield  lists  by  agency  title  of  tasks  to 
be  added  to  or  deleted  from  a  current  class  specification.  Next, 
the  analyst  must  determine  if  these  recommended  additions  and 
deletions  are  reflective  of  the  class  as  a  whole  or  just  for  cer- 
tain agency  titles.  For  this  process  the  analyst  should  use  a 
Class  Revision  Form  (Exhibit  JA-10)  and  perform  the  following  steps 

1.  Enter  the  number  of  agency  titles  for  the  class  in  question 
in  the  space  provided  at  the  top  of  the  form. 

2.  Grouping  together  all  Task  Analysis  Worksheets  for  the  class 
title,  take  the  first  worksheet  and  enter  the  task  number 
and  task  for  each  task  that  was  recommended  to  be  added  to 
the  specification. 

3.  For  each  agency  recommending  task  additions,  enter  the 
appropriate  agency  abbreviation  on  the  commputer  printouts 
in  the  columns  provided  to  the  right  of  the  form.  Do  not 
enter  agency  abbreviations  for  those  agencies  not  recom- 
mending task  additions. 
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4.  Place  a  checkmark  under  the  appropriate  agency  abbreviation 
next  to  each  task  listed. 

5.  In  similar  fashion,  enter  recommended  deletions  as  found  on 
the  back  of  the  task  analysis  worksheet,  again  entering  the 
agency  abbreviation  and  placing  check  marks  next  to  each 
task  entry. 

6.  Taking  the  second  and  succeeding  worksheets,  repeat  steps 

2  to  5  but  with  one  difference.  If  a  recommended  task  addition 
for  a  succeeding  agency  is  identical  to  one  already  listed, 
simply  add  the  agency  abbreviation  and  enter  the  check  mark 
in  the  appropriate  column  next  to  the  task  already  listed. 
Do  the  same  for  recommended  deletions. 

7.  Repeat  step  6  until  all  worksheets  for  all  agency  titles 
have  been  reviewed.  For  class  titles  involving  many  agen- 
cies, it  may  be  necessary  to  add  additional  agency  columns 
to  the  right  of  the  form. 

Next,  the  analyst  must  determine  whether  each  task  item,  addition 
or  deletion,  is  reflective  of  the  class  as  a  whole  or  of  specific 
agency  titles.  The  rule  of  thumb  is  to  recommend  addition  or 
deletion  of  entries  reflective  of  50%  or  more  of  the  number  of 
incumbents  in  the  class.  This  may  not  be  as  simple  as  it  appears 
since  the  number  of  incumbents  for  each  agency  title  within  a 
class  is  apt  to  vary  considerably.  Generally  speaking,  a  task 
entry  can  be  considered  as  reflective  of  the  class  as  a  whole  if 
it  pertains  to  the  majority  of  agency  titles.  In  borderline 
situations,  it  may  be  necessary  to  go  back  to  the  Task  Analysis 
Worksheets  to  determine  the  number  of  incumbents  for  each  agency 
title  involved,  entering  the  numbers  under  the  agency  abbreviations 
on  the  Class  Revision  Form.  The  analyst  can  thus  determine  if  a 
recommended  task  addition  or  deletion  though  not  representative 
of  a  majority  of  agency  titles,  may  be  reflective  of  a  majority 
of  incumbents.  In  short,  these  decisions  require  judgement  on 
the  analyst's  part. 

If  the  analyst  has  determined  that  a  recommended  task  addition  or 
deletion  is  reflective  of  a  certain  agency  title(s)  but  not  the 
class  as  a  whole,  a  check  mark  should  be  placed  in  the  column 
marked  "Agency  Diff."  (Agency  Difference).  If  the  tasks  item  is 
judged  to  be  reflective  of  the  majority  of  incumbents  in  the 
class  title,  a  check  mark  should  be  placed  in  the  column  marked 
"Whole  Class"  next  to  the  task  item.  This  process  should  be 
repeated  until  all  task  items,  additions  and  deletions  have  been 
checked. 

The  final  part  of  the  task  analysis  process  involves  combining 
onto  a  single  form  all  the  recommended  task  additions  and  dele- 
tions for  an  entire  series  of  classes.  The  object  is  to  combine 
all  the  information  from  the  Class  Revision  Forms  for  each  level 
in  the  series  onto  a  Series  Specification  Revision  Form  (Exhibit 
JA-11).  Once  completed,  this  form  will  be  used  by  the  specifica- 
tion writing  unit  to  update  the  series  specification. 
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Start  with  the  lowest  level  and  work  in  ascending  order.  For 
simplicity,  assume  that  all  tasks  performed  by  incumbents  at  the 
lowest  level  are  performed  at  all  levels,  although  technically 
this  may  be  incorrect.  Likewise,  tasks  performed  at  the  second 
level  are  assumed  to  be  performed  at  the  third  and  succeeding  levels. 
The  reasoning  is  that  employees  at  the  higher  levels,  although 
not  performing  tasks  by  those  at  lower  levels,  could  perform  such 
tasks  if  called  upon  to  do  so.  List  the  task  items  in  the  order 
in  which  they  appear  on  the  Class  Revision  Form.  Next  to  each 
task  item,  mark  the  appropriate  columns  in  the  following  manner: 

1.  Add  -  Check  if  item  is  to  be  added  to  the  specification. 

2.  Delete  -  Check  if  item  is  to  be  deleted  from  the  specifica- 
tion. 

3.  All  Levels  -  Check  If  entry  is  to  be  added  to  or  deleted 
from  all  levels  in  the  series. 

4.  Some  Levels  -  If  an  additional  task  applies  to  some  but  not 
all  levels  of  the  series,  indicate  by  Roman  numeral  the 
lowest  level  at  which  the  task  is  performed.  The  assumption 
is  that  a  task  is  performed  at  each  succeeding  level.  For 
additions  designated  for  some  but  not  all  levels,  indicate 
for  the  "Some  Levels"  column  the  lowest  level  for  which  the 
task  applies  along  with  a  "+"  sign,  thus  indicating  the  task 
applies  to  all  succeeding  levels  as  well.  For  deletions, 
indicate  the  highest  level  at  which  the  task  no  longer 
applies  with  a  "-"  sign  next  to  it. 

5.  Agency  Difference  -  If  an  entry  applies  to  certain  but  not 
all  agencies,  indicate  which  agencies,  using  the  appropriate 
agency  abbreviations.  "Agency  difference"  entries  should 
have  been  checked  as  such  on  the  Class  Revision  Form. 

6.  Comments  -  Enter  miscellaneous  remarks  to  clarify  or  express 
reservations  about  borderline  cases. 

As  the  analyst  progresses  upward  to  the  higher  levels  of  the 
series,  he  or  she  may  come  across  repetitive  task  entries  on 
Class  Revision  Forms  that  have  been  already  addressed  at  the 
lower  levels.  There  is  no  need,  for  example,  to  include  an  entry 
for  the  "III"  level  that  has  already  been  recorded  as  being 
applicable  to  all  levels.  Likewise,  if  a  task  is  deemed  to  be 
performed  at  the  II  but  not  the  I  level,  the  assumption  is  that 
it  is  also  performed  at  levels  HI  and  above.  In  short,  there  is 
no  need  to  add  task  items  to  higher  levels  that  have  already  been 
added  at  a  lower  level.  The  same  principle  should  be  applied  in 
reverse  for  deletions.  The  analyst  for  example,  should  not 
recommend  the  deletion  of  a  task  currently  on  the  specification 
as  being  applicable  to  all  levels,  from  levels  I  and  HI. 
Deletions  must  be  consecutive. 

Once  all  information  from  the  Class  Revision  Forms  has  been 
transposed  to  the  Series  Specification  Revision  Form,  this  form 
is  forwarded  to  the  specification  writing  unit  with  any  Task 
Analysis  Worksheets  for  agency  titles  deemed  misclassified. 


#  Incumbent  SMEs 

#   Supervisory 
SMEs 

10055 

50%  or  10  (whichever 
is  higher) 
25%  or  15 
10%  or  25     " 

1 
1 

2 
3 
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VI.   Review  of  Draft  Specifications  by  Subject  Matter  Experts 

DPA  will  notify  agency  analysts  of  the  titles  for  which  draft 
specifications  are  to  be  distributed.  From  the  time  of  notifica- 
tion, agency  analysts  will  have  ten  days  to  complete  the 
following  steps: 

1.  After  this  notification  is  received,  the  agency  analyst  will 
select  SMEs  according  to  the  criteria  described  in  Exhibit 
JA-1  "Selection  of  SMEs".  SMEs   should  be  notified  of  when 
and  where  to  report  for  review  of  the  draft  specifications. 
The  agency  analyst  must  have  a  completed  ID  sheet  for  each 
participating  SME.  The  analyst  will  select  and  notify  DPA 
of  the  number  of  SMEs  chosen  for  each  agency  title.  The 
following  table  is  included  as  a  guide  for  determining  the 
numbers  of  SMEs  needed  for  the  review  of  the  draft 
specifications : 

#   Incumbents  in 
Agency  Title 

1-10 
11  -  25 

26  -  100 
101  or  more 

2.  The  agency  analyst  will  then  obtain  a  sufficient  number  of 
draft  specifications  and  related  instructions  from  DPA.  A 
facsimile  of  a  draft  specification  package  is  attached  as 
Exhibit  JA-1 4. 

3.  The  agency  analyst  will  then  conduct  meetings  with  SMEs  to 
review  the  specifications.  Every  effort  must  be  made  to  con- 
vene SMEs  in  a  central  location  so  that  the  analyst  can  exer- 
cise control  over  the  sessions. 

4.  The  agency  analyst  should  ensure  that  participating  SMEs  sign 
an  attendance  sheet,  noting  their  name,  official  payroll  title 
and  title(s)  which  they  are  reviewing.  Attendance  sheets 
should  be  dated  and  entitled  "Draft  Specification  Review". 
Attendance  sheets  should  be  filed  chronologically  at  the  front 
of  the  SME  identification  file.  The  agency  analyst  should 
schedule  additional  sessions  for  SMEs  who  fail  to  attend  the 
original  session.  The  agency  analyst  as  possible  to  keep 
within  the  ten  day  timetable. 

5.  The  agency  analyst  will  then  forward  all  material  to  DPA. 

The  agency  analyst  should  attach  a  covering  memorandum  stating 
reasons  for  not  meeting  recommended  sample  sizes  for  SME  par- 
ticipation. 

VII.   Position  Classification:  Resolving  Postion  Misclassifications 

The  above  job  analysis  procedures  are  primarily  designed  to  maintain 
the  State's  classification  plan  by  detecting  changes  in  duties 
generally  performed  in  specific  classes  and  amending  or  rewriting 
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class  specifications  accordingly.  However,  the  identical  job  analy- 
sis instruments  can  be  used  to  identify,  verify  and  correct 
rnisclassifications  as  well. 

Suspected  rnisclassifications  can  be  brought  to  light  by  internal 
reporting  systems  established  through  decentralization,  by  DPA 
audit,  or  by  job  analysis  studies.  In  cases  of  suspected  rnisclassi- 
fications, it  will  be  necessary  to  isolate  questionnaires  and  answer 
sheets  for  separate  analysis.  (See  in  Section  IV,  "Processing  of 
Completed  Questionnaires  by  Agency  Analysts".) 

Analysis  of  positions  suspected  of  being  misclassified  must  await 
the  results  of  task  analysis  for  the  class  as  a  whole.  In  short, 
the  object  is  to  compare  a  list  of  frequent  and  critical  tasks  for 
the  position(s)  suspected  of  being  misclassified  against  the  list  of 
frequent  and  critical  tasks  for  the  class  as  a  whole.  Similarities 
and  differences  then  should  be  weighed  to  determine  if  the  present 
classification  is  appropriate,  or  if  reclassification  is  necessary. 

In  most  situations,  classification  decisions  will  involve  reviewing 
the  frequent  and  critical  tasks  performed  by  individual  incumbents  in 
specified  positions  on  a  case  by  case  basis.  In  such  cases,  fre- 
quent and  critical  tasks  for  the  positions  in  question  will  be 
derived  from  responses  on  individual  questionnaires.  In  situations 
involving  suspected  rnisclassifications  of  many  positions  within  a 
class  title,  data  processing  of  answer  sheets  may  be  necessary.  If 
such  is  the  case,  the  agency  analyst  will  forward  the  answer  sheets 
to  DPA  for  processing.  DPA  in  turn  will  supply  resulting  lists  of 
frequent  and  critical  tasks. 

To  resolve  classification  problems  for  an  individual  position,  the 
agency  analyst  should  take  the  following  steps: 

1.  Request  from  DPA  a  list  of  frequent  and  critical  tasks  for  the 
class  title. 

2.  Determine  frequent  and  critical  tasks  for  the  position  in 
question  by  listing  questionnaire  items,  including  additional 
activities,  which  received  frequent  or  critical  ratings. 

3.  Compare  the  list  from  step  2  to  that  of  the  class  as  a  whole, 
using  a  Position  Classification  Review  Form  (Exhibit  JA-16)  to 
weigh  differences  and  similarities.  Do  not  limit  your  analysis 
to  quantitative  factors,  i.e.  percentage  of  agreement  between 
lists  of  frequent  and  critical  tasks.  Concentrate  on  the 
important  or  significant  tasks  which  define  the  nature  of  the 
work  in  question.  Note  particular y  task  differences  indicative 
of  a  different  level  or  field  of  work. 

4.  Recommend  an  appropriate  classification.  (Refer  to:  "How 
to  Classify  a  Position".)  Insert  the  recommended  title  in 
the  space  provided  on  the  Position  Classification  Review 
Form.  Give  reasons  for  your  recommendation  on  a  separate 
sheet.  There  are  six  types  of  classification 
recommendations : 
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a)  Retain  current  class  title.  Differences  in  tasks  per- 
formed are  few  or  insignificant;  current  class  title  is 
appropriate . 

b)  Reclassify  to  an  existing  level  of  current  series.  The 
existence  or  absence  of  level  distinguishing  tasks, 
indicates  that  a  classification  to  a  higher  or  lower 
level  is  necessary.  The  field  or  type  of  work  of  the 
position  is  the  same  as  that  of  the  class  as  a  whole. 
An  appropriate  level  currently  exists.  (Explain  in 
detail  all  pertinent  level  distinguishing  tasks.) 

c )  Reclassify  to  a  new  level  in  current  series.  Level 
distinguishing  tasks  indicate  a  higher  classification 
level  is  necessary  than  currently  exists.  A  new  level 
must  be  added  to  the  existing  series.  (Explain  in 
detail  the  level  distinguishing  tasks  which  necessitate 
the  classification  to  a  higher  level.) 

d)  Reclassify  to  an  existing  level  in  another  existing 
series.  Tasks  of  position  indicate  a  different  type  or 
field  of  work  than  that  of  present  classification. 
Task  profile  of  the  position  adequately  matches  the 
duties  on  a  specification  for  an  existing  class. 
(Explain  in  detail  field  distinguishing  tasks,  and 
give  justification  for  chosen  level.) 

e)  Reclassify  to  a  new  level  in  another  existing  series. 
Tasks  of  the  position  indicate  a  different  type  or 
field  of  work  than  that  of  the  present  classification. 
The  task  profile  essentially  matches  the  duties  on  a 
specification  for  an  existing  series,  but  no 
appropriate  level  currently  exists.  (This  is  similar 
to  case  "c"  in  that  the  recommendation  is  to  add  a  new 
level  to  an  existing  series.  Your  explanation  should 
address  both  the  field  distinguishing  tasks  that 
suggest  classification  to  the  chosen  series,  and  the 
level  distinguishing  tasks  which  make  necessary  the 
addition  of  a  new  class  level.) 

f )  Reclassify  to  a  new  class  in  a  new  series.  Tasks  of 
the  position  are  so  unique  and  specialized  that  no 
current  specification  exists  that  describes  the  type  of 
work  in  question.  (Explain  in  detail  the  nature  of  the 
specialized  work.  Discuss  which  existing  series  were 
considered  and  why  they  were  considered  inappropriate. 
Complete  a  position  description,  Form  30,  whenever  a 
new  series  is  recommended. ) 

Groups  of  homogeneous  positions  may  be  included  on  the  same 
Position  Classification  Review  Form,  provided  that  all  the 
appropriation  and  position  numbers  are  duly  referenced.  Copies 
of  Position  Classification  Review  Forms  and  attachments  should  be 
forwarded  to  DPA  as  soon  as  possible.  Copies  should  be  forwarded 
for  all  positions  studied,  including  those  for  which  no  change  in 
class  title  has  been  recommended.  DPA  will  respond  to  these 
recommendations  within  ten  working  days. 
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DPA  analysts  will  evaluate  all  requests  by  agency  analysts  to 
establish  new  classes  in  new  series  in  the  following  manner: 

1.  Decide  by  analyzing  Position  Classification  Review  Forms  and 
position  descriptions  if  a  new  series  is  necessary. 
Determine  if  all  options  for  classifying  to  an  existing 
series  have  been  considered. 

2.  If  it  is  determined  that  a  new  series  is  warranted,  it 
should  be  decided  if  the  agency  has  supplied  sufficient 
information  with  which  to  write  a  new  specification.  If 
not,  the  agency  analyst  who  originated  the  request  will  be 
notified  that  further  information  is  needed.  The  agency 
analyst  may  need  to  Interview  or  question  an  incumbent  to 
gather  the  required  information. 


Exhibit  JA-1 

SELECTION  OF  SMEs 


Subject  matter  experts  (SMEs)  should  be  chosen  in  accordance  with  the 
following  guidelines: 

1.  SMEs  must  be  selected  as  far  as  possible  on  a  random  basis 
from  the  most  experienced  workers  to  achieve  a  represen- 
tative unbiased  sample  of  expert  workers  and  to  reassure 
union  officials,  whose  cooperation  is  essential  in  helping 
to  secure  employee  participation  in  the  study. 

2.  SMEs  should  be  irrmedlate  supervisors  and  those  incumbents 
considered  to  be  superior  workers  who  are  thoroughly  fami- 
liar with  the  duties  of  their  own  class  title.  Selection  of 
SMEs  solely  on  the  basis  of  availability  must  be  avoided. 

3.  SMEs  should  be  cooperative  and  not  feel  coerced  into  par- 
ticipating in  the  study. 

4.  Whenever  possible,  employees  selected  as  SMEs  should  have 
permanent  status  in  their  current  positions.  Since  this 
will  not  always  be  possible,  employees  with  provisional 
appointments  may  be  selected  as  SMEs  when  necessary. 

5.  Minority  and  female  employees  who  are  qualified  should  be 
represented  as  SMEs  in  at  least  the  same  proportion  that 
they  exist  in  the  class  title  from  which  the  SMEs  are  cho- 
sen. 

6.  Additional  SMEs  may  be  selected  to  reflect  functional  dif- 
ferences in  work  activity. 

7.  Agency  analysts  will  request  prospective  SMEs  to  complete 
SME  Identification  Sheets.  (See  Exhibit  JA-2.)  ID  Sheets 
should  be  reviewed  by  the  agency  analyst  before  the  distri- 
bution of  any  questionnaire  material  to  ensure  that  qualifi- 
cation criteria  are  met.  If  an  SME  is  deemed  to  be 
unqualified,  the  agency  analyst  should  select  a  suitable 
substitute.  If  sample  size  requirements  cannot  be  met,  the 
agency  analyst  should  notify  DPA.  ID  sheets  should  be 
centrally  filed  at  the  agency  by  class  title. 


Exhibit   JA-2 

SUBJECT   MATTER   EXKERT   IDENTIFICATION 


SAMPLE 
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.  (This  box  is  co  be  filled  in  by  the  Agency  Personnel  Analyst) 

For  what  official  payroll  title(s)   is  this  person  to  act  as  a  subject  matter  expert?    If  the  person  is  to  be  an  SME 
because  he  or  she  is  an  immediate  supervisor,  the  SME  may  be  acting  in  that  role  for  more  than  one  title.  Please 
enter  below  the  titles  and  answer  codes  for  all  position  classifications  for  which  this  person  is  to  be  an  SME. 
The  first  3  digits  of  the  answer  code  should  bo  the  identification  number.   The  last  5  digits  are  the  payroll  title  code 
number; 

Official  Payroll  Title  Answer  Code 


I      I      I      I      »      I 


1_1 


I      I      I      I 


(Attach  an  additional  sheet  if  necessary) 


I      I 


I      I      1      I 


Your  Name 


Official  Payroll  Title. 


Agency 


ID.  No. 


(Leave  space  vacant) 


Date 


Unit  or  Location 


Were  you  selected  as  a  subject  matter  expert  because  you  are  an  incumbent   | |  ?     Immediate  supervisor   I I  ? 

ther  I I  ?     If  other,  explain: 


or  o 


How  long  have  you  held  your  official  title? 
What  was  your  title  before  that? 


Name  of  Agency  (if  different)  : 


How  long  were  you  in  that  title? 


years 


In  what  title  do  you  have  permanent  civil  service  status  ? 


years 


months 


months 


How  long  have  you  supervised  people  in  the  title  being  studied? 


years 


months 


Describe  briefly  other  related  work  experience: 


Elementary  and  Secondary  Education:     Type  of  Course.. 


Circle  highest  grade  completed:        12         3456789         10  II  12 

What  courses  or  groups  of  courses  did  you  take  that  have  proved  helpful  in  doing  your  job  ? 


(over) 
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Undergraduate  College:    Major, 


SAMPLE 


Circle  highest  year  completed:      12      3       4      5 


Number  of  semester  hours  needed  for  degree 


Degree  received 


Number  of  semester  hours  completed 


What  courses  or  groups  of  courses  did  you  take  that  have  proved  helpful  in  doing  your  job  1 


-    2 


Graduate  College:  (I)  Major 


Number  of  years  completed 


Semester  hours  needed  for  degree Hrs.  completed Degree  received 


(2)  Major. 


Number  of  years  completed 


Semester  hours  needed  for  degree Hrs.  completed Degree  received 

What  course  or  groups  of  courses  have  been  helpful  in  your  work  ?    


Other  Training  (Vocational  school,  business  school,  etc.): 


( t)    Type  of  course  or  Major 


No.of  years  completed 


Credit  required 


Degree,  diploma,  or  certificate  received. 


Degree,  diploma,  or  certificate  received 


Credit  received 


(2)    Type  of  course  or  Major 

No.  of  years  completed Credit  required  Credit  received 


What  courses  or  groups  of  courses  have  been  helpful  in  your   work? 


Licenses,  registrations,  or  certificates: 

(I) 

(2) 


Your  signature 


(Do  not  write  in  this  space) 
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MEMORANDUM 

TO:        Employees  Participating  in  Job  Analysis  Studies 

PROM:      (Appointing  Authority) 

SUBJECT:    Role  of  Subject  Matter  Experts  in  Job  Analysis  Studies 

You  have  been  selected  at  random  from  the  most  expert 
employees  in  this  agency  to  participate  in  a  job  analysis  study.  It  is 
necessary  to  periodically  review  the  job  content  of  all  classification 
titles  in  order  to  update  class  specifications  so  that  planning  and 
decision  making  concerning  such  important  personnel  related  matters  as 
selection,  recruitment  and  in-service  training  can  be  based  on  current 
information. 

At  the  present  time,  we  are  studying  the  group  of  position 
classifications  which  includes  your  own  title  or  one  Qver  which  you  have 
immediate  supervision.  The  position  classification  for  which  you  have 
been  selected  as  a  subject  matter  expert  will  be  explained  to  you  by  a 
member  of  this  agency's  personnel  unit. 

On  the  basis  of  your  work  experience,  you,  as  a  subject 
matter  expert,  are  best  qualified  to  assist  us  in  certain  phases  of  this 
study.  Soon  you  will  be  asked  to  either  review  a  list  of  task  state- 
ments or  review  an  updated  draft  specification  for  your  job  or  one  which 
you  supervise. 

Later,  we  will  ask  for  your  assistance  in  determining  what 
knowledges,  skills,  abilities  and  personal  characteristics  are  required 
to  adequately  perform  the  duties  of  the  job  and  to  determine  what  a  new 
employee  must  bring  to  the  job  in  order  to  perform  at  an  acceptable 
level.  Your  expertise  will  also  be  essential  in  helping  us  to  determine 
the  minimum  entrance  requirements  for  the  job.  Your  personnel  analyst 
will  inform  you  of  how  and  when  you  will  be  involved  in  these  critical 
phases  of  the  study. 

NAME, TITLE, has  been  chosen 

to  represent  me  in  these  important  matters. 

Thank  you  for  your  cooperation.  I  am  sure  you  will  find  that 
your  participation  in  this  study  will  be  both  interesting  and 
worthwhile.  You  will  be  assisting  us  in  taking  a  major  step  toward  the 
development  of  a  modern,  responsive  personnel  system. 
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MEMORANDUM 

TO:  Employee  Supervisors 

FROM:  (Appointing  Authority) 

DATE: 

SUBJECT:  Administration  of  the  Employee  Questionnaires 

As  supervisors,  you  are  asked  to  distribute  the  appropriate 
Employee  Questionnaire  to  the  following  employees  in  the  official 
payroll  title . 

It  is  necessary  to  periodically  review  the  job  content  of 
all  classification  titles  in  order  to  update  class  specifications  so 
that  planning  and  decision  making  concerning  such  important  personnel 
related  matters  as  recruitment  and  in-service  training  can  be  based  on 
current  information. 

The  following  guidelines  should  be  observed: 

1.  Distribute  the  questionnaire  forms  and  answer  sheets  to 
each  listed  employee  whom  you  supervise  as  soon  as  you 
have  received  them. 

2.  Answer  any  questions  your  employees  may  have  regarding 
the  questionnaires.  If  you  are  unable  to  answer  cer- 
tain questions,  tell  the  employees  that  you  will  try  to 
obtain  the  answers  from  this  agency's  personnel  ana- 
lyst. 

3.  Employees  should  not  be  concerned  if  some  questionnaire 
task  statements  do  not  apply  to  their  particular  job 
since  the  questionnaire  covers  many  position  titles. 

4.  Remind  the  employees  that  they  must  return  their 
questionnaires  and  answer  sheets  to  you  within  three 
working  days.  Please  take  steps  to  insure  that  the 
questionnaires  are  returned  on  time  and  that  they  are 
completed  properly. 

5.  Review  completed  questionnaires  and  fill  out  the 
"Supervisor's  Comments"  section  of  the  questionnaires. 

6.  If  an  employee  will  be  returning  soon  from  a  vacation 
or  a  brief  illness,  you  may  wait  and  let  that  employee 
answer  the  questionnaire  upon  return.  If  an  employee 
is  not  expected  to  return  soon  due  to  extended  leave, 
or  if  the  position  is  vacant,  you  as  supervisor  must 
complete  the  questionnaire.  Indicate  such  in  the 
questionnaire  section  entitled  "Supervisor's  Comments". 
Do  not  transpose  questionnaire  responses  onto  answer 
sheets  in  such  cases. 
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7.  If  an  employee  at  first  refuses  to  answer  a  question- 
naire, try  to  persuade  him  or  her  to  do  so  by 
explaining  the  importance  of  his  or  her  input.  Do  not 
threaten  to  discipline  or  otherwise  coerce  any  employee 
unwilling  to  complete  a  questionnaire.  If  resistance 
persists,  explain  to  the  employee  that  you,  the  super- 
visor will  have  to  complete  the  questionnaire,  and  that 
refusal  to  complete  a  questionnaire  may  bring  about  a 
desk  audit  of  the  employee's  activities  by  either  your 
agency  personnel  analyst  or  an  employee  of  the 
Department  of  Personnel  Administration.  Important:  If 
you,  as  supervisor,  must  finally  complete  a  question- 
naire for  a  subordinate,  indicate  such  in  the  question- 
naire section  entitled  "Supervisor's  Comments".  Do  not 
transpose  questionnaire  responses  onto  answer  sheets  in 
such  cases. 

8.  Explain  any  delay  in  returning  answer  sheets  to: 

Agency  personnel  analyst  (NAME) (JOB  TITLE)  who  can  be 
reached  at   TELEPHONE  NUMBER  . 
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GUIDELINES  FOR  ANALYZING  CLUSTERS  AND  SUBCLUSTERS 

I.    Development  of  Clusters  and  Subclusters 

A   Within  each  occupational  group  we  will  receive  the  results 
of  comparisons  between  all  agency  titles  (i.e.  all  positions 
in  the  same  title  in  the  same  agency)  based  on  their  ratings 
of  the  same  set  of  task  statements. 

B    This  set  of  tasks  does  not  include  all  task  statements  which 
were  on  the  original  questionnaire  for  the  occupational 
group.  Only  those  tasks  which  received  a  specified  minimum 
criticality  rating  from  at  least  three  agency  titles  are 
used  in  clustering.  Tasks  rated  critical  by  only  one  or  two 
agency  titles  are  not  used  in  comparing  agency  titles  to 
each  other.  Restricting  the  number  of  task  statements  used 
in  this  way  eliminates  the  distortion  caused  by  considering 
information  based  on  irrelevant  tasks. 

C    Clustering  is  done  In  two  stages: 

1    Broad  clusters  of  agency  titles  are  developed  by 
placing  agency  titles  in  the  same  cluster  if  their 
overall  average  frequency  and  critically  ratings  of  the 
same  tasks  fall  within  a  specified  range  of  each  other. 
For  example,  consider  a  simplified  system  of  clustering 
based  on  the  frequency  ratings  of  one  task.  If  the 
average  ratings  (A,  B,  C,  D)  of  three  agency  titles, 
which  we  can  call  I,  II,  and  III  are: 

A . B . C . D 

"O   3T5     ;To   275     276   175     1.0 


3.0    2.5 

2.0       1.5 

I         II 

III 

(3.2)       (2.7) 

(1.7) 

we  can  see  that  the  difference  between  agency  titles  I 
and  II  is  3.2-2.7=0.5,  while  the  difference  between 
agency  titles  II  and  III  is  2.7-1.7=1.0.  If  we  have 
determined  that  we  will  accept  a  distance  between  two 
agency  titles  of  no  more  than  0.7,  we  would  accept  the 
distance  between  agency  titles  I  and  II  as  being  due  to 
chance ,  i.e.  the  distance  between  them  is  probably  not 
large  enough  to  represent  a  real  difference  in  the  task 
statement  ratings  of  the  two  groups.  Therefore,  since 
there  is  probably  no  real  difference,  they  are  placed 
in  the  same  group,  or  cluster. 

Now  let's  assume  that  when  we  calculate  the  average 
rating  for  the  new  cluster  (i.e.  agency  titles  I  and 
II  combined  into  one  group,  we  get  the  average  rating 
3.0.  When  we  compare  agency  title  III  with  the 
cluster,  the  distance  between  them  is  3.0  -1.7  =  1«3. 
Since  1.3  is  a  greater  distance  than  the  threshold 
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limit  of  0.7,  we  can  conclude  that  the  distance  is 
significantly  large  enough  that  it  is  probably  not  due 
to  chance,  but  probably  represents  a  real  difference  in 
ratings.  Therefore,  agency  title  III  cannot  be  com- 
bined with  the  cluster,  but  begins  a  new  cluster. 

Each  succeeding  agency  title  (IV,  V,  VI,  etc.)  is  compared  to 
each  previous  cluster.  It  is  placed  in  the  cluster  the  smallest 
distance  away  as  long  as  this  distance  is  within  the  threshold 
limit.  If  no  previous  cluster  is  within  this  distance,  the 
agency  title  begins  a  new  cluster.  Of  course,  the  actual  program 
considers  all  of  the  tasks  which  met  the  criteria  for  use  in 
clustering,  using  both  frequency  and  criticality  ratings. 

2    The  clustering  described  above  is  done  without  regard 
to  tasks  dealing  with  supervisory  responsibility. 
Clusters  are  then  broken  into  subclusters  by  deter- 
mining the  distances  between  agency  titles  in  the  same 
cluster  on  the  basis  of  supervisory,  or  other  so-called 
"level-distinguishing"  tasks  only.  Those  agency  titles 
in  the  cluster  which  fall  within  a  specified  threshold 
distance  from  each  other  according  to  their  ratings  of 
level -determining  tasks  are  placed  in  the  same 
subcluster.  Those  exceeding  the  threshold  begin  new 
subclusters . 

II.    Use  of  Clusters 

A    Clusters  having  more  than  one  subcluster  constitute  small 
job  families,  with  all  agency  titles  within  a  cluster  per- 
forming basically  the  same  kind  of  work.  Each  subcluster  in 
a  cluster  represents  a  different  level  of  responsibility, 
although  the  basic  kinds  or  areas  of  work  are  the  same. 

B   Since  agency  titles  in  a  cluster  are  placed  in  different 
subclusters  solely  on  the  basis  of  level  distinguishing 
tasks,  and  since  they  had  been  originally  placed  in  the  same 
cluster  because  of  their  agreement  on  those  tasks  which 
indicate  the  type  of  work  being  performed,  there  should  be 
substantial,  but  not  complete  agreement  between  subclusters 
in  a  cluster  on  KSAP  requirements. 

C    Since  there  will  be  some  overlapping  of  required  KSAPs  be- 
tween different  subclusters  in  the  same  cluster,  the 
clustering/subclustering  process  may  assist  in  the  construc- 
tion of  vertically  banded  examinations. 

D    Entrance  requirements  must  be  developed  separately  for  each 
subcluster,  as  there  should  be  a  logical  progression  at  suc- 
cessive levels  for  most  job  families.  Some  clusters  may 
not  have  enough  subclusters  to  constitute  a  complete  job 
family.  In  such  instances,  we  must  determine  if  there  are 
jobs  in  other  clusters  which  may  logically  complete  the 
series. 
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III.  Use  of  Subclusters 

A    Subclusters  constitute  single  classes,  as  they  consist  of 
agency  titles  with  statistically  similar  responses  as  to 
which  tasks  are  performed,  their  importance,  and  their  level 
of  responsibility. 

B    Because  of  the  similarity  between  agency  titles  in  the  same 
subcluster,  these  agency  titles  should  also  require  the  same 
KSAPs  and  ERs.  Thus  the  agreement  between  agency  titles 
on  tasks,  KSAPs  and  ERs  indicates  that  they  should  be 
placed  in  the  same  class,  even  if  they  are  currently  in  dif- 
ferent classes. 

C    Obviously,  there  will  be  more  differences  in  level  distin- 
guishing tasks,  KSAPs,  and  ERs  between  subclusters  in  the 
same  cluster  than  between  agency  titles  in  the  same  sub- 
cluster,  as  the  subclusters  are  different  classes  while  the 
agency  titles  within  a  subcluster  are  the  same  class. 

D    Therefore,  we  should  concentrate  our  analysis  on  the 
subclusters,  where  we  can  tolerate  the  least  amount  of 
disagreement,  to  ensure  that  our  recommended  new  classes 
(i.e.  subclusters)  are  correct,  as  more  differences  can  be 
tolerated  from  subcluster  to  subcluster. 

IV.  Need  for  Analysis 

A    Since  only  part  of  the  tasks  on  the  questionnaire  are  used 
in  clustering  (See  Par.  IB)  there  can  be  tasks  which 
received  high  frequency  and/or  criticality  ratings  from  only 
one  agency  title  which  are  very  important  to  that  agency 
title,  but  are  not  important  to  the  other  agency  titles  in 
the  same  subcluster.  Although  the  rest  of  the  tasks  may  be 
similar,  these  unique  tasks  may  be  so  important  that  the 
agency  title  should  not  be  placed  in  the  subcluster, 
regardless  of  the  overall  statistical  agreement  with  the 
rest  of  the  subcluster. 

B    A  similar  situation  can  occur  with  tasks  which  were  used  in 
clustering.  Since  comparisons  between  agency  titles  are 
based  on  overall  agreement  on  all  tasks  considered,  there 
are  almost  always  some  tasks  with  significantly  different 
ratings  by  agency  titles  in  the  same  subcluster. 

C    There  is  also  the  possibility  that  very  important  additional 
activities  not  included  on  the  original  questionnaire  are 
not  common  to  all  agency  titles  in  the  subcluster. 

D    There  may  be  organizational  considerations,  i.e.  reporting 
relationships,  licensure  requirements,  etc.  that  prohibit 
combining  certain  agency  titles.  Research  may  be  necessary 
to  discover  this. 
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E   In  any  of  these  situations,  it  is  up  to  the  analyst  to  make 
a  decision  as  to  whether  such  differences  are  important 
enough  to  force  us  to  remove  an  agency  title  from  a 
subcluster.  Remember  that  statistical  techniques  are 
valuable  in  providing  a  basic  framework  for  our  recommended 
new  classes,  but  can  never  substitute  completely  for  careful 
judgment . 

V.    Procedures  for  Analyzing  Clusters  and  Subclusters. 

A    Printouts  will  indicate  the  ratings  by  each  cluster, 

subcluster,  and  agency  title  by  columns  of  two-digit  num- 
bers, each  number  corresponding  to  a  task  statement  from  the 
questionnaire.  The  following  example  is  for  one  subcluster 
and  the  agency  titles  that  form  the  subcluster. 


SUBCIUSTEK  3A  FREQUENCY  / 

lND  CI 

tfncA 

LITY  V 

ALUES 

FOR  A 

LL  TASI 

AGENCY 

DPW 

DEM 

DFW 

DEM 

DPW 

TITLE 

MEAN  RWAI 

RWAI 

RWAI 

RWTI 

RWTI 

NO.  TASK   NO.  RESPONSES 

82 

53 

15 

5 

5 

5 

1  ANS  INQ  BLDG  CODE  ETC 

63 

64 

52 

20 

55 

82 

2  REP  LEFT  AT  HEARINGS 

21 

20 

22 

10 

77 

52 

3  GET  INPOR  CONSTR  ETC 

52 

52 

62 

40 

42 

95 

4  LIAISON  WTIH  ENGNRS 

41 

41 

42 

30 

20 

72 

5  TECH  INFO  TO  LEGAL 

20 

20 

31 

30 

00 

52 

6  TEACH  BLDG  CODES  ETC 

00 

00 

00 

32 

00 

00 

7  CONDUCT  HEARINGS 

00 

00 

00 

20 

00 

00 

8  ATTEND  HEARINGS 

31 

31 

20 

50 

42 

62 

9  RECOM  CONSTR  CHANGES 

10 

10 

10 

00 

10 

00 

10  RECOM  MAINT/REPAIR 

10 

11 

00 

00 

00 

20 

B   The  objectives  of  analyzing  clusters  and  subclusters  are: 

1  To  develop  lists  of  frequent  and/or  critical  tasks; 

2  To  compare  each  agency  title  in  a  subcluster  to  the 
subcluster  mean  to  make  sure  the  agency  title  really 
belongs  in  the  subcluster; 

3  To  find  a  better  subcluster  for  each  agency  title  which  did 
not  belong  in  its  original  subcluster; 

4  To  determine  which,  if  any,  separate  clusters  and/or 
subclusters  can  be  either  combined  into  the  same 
subcluster,  i.e.  class,  or  placed  in  the  same  cluster, 
i.e.  series. 

C  The  procedures  described  here  are  to  assist  you  in  developing 
critical  and/or  frequent  task  lists  and  in  making  comparisons 
as  easily  and  objectively  as  possible. 

1.   Cut-Off  Scores  for  Selecting  High  Frequency  and 
Criticality  Values. 


Exhibit  JA-6  -  5  - 


a  These  values  appear  as  two-digit  numbers.  The 
number  on  the  left  is  the  frequency  rating.  The 
number  on  the  right  is  the  criticality  rating. 
Therefore,  53  means  that,  on  a  scale  from  0  to  9, 
frequency  was  rated  5  and  criticality  3.  (See  sample 
table  on  previous  page) 

b  In  the  computer  programs,  frequency  is  determined  by 
giving  weights  of  A  (Very  Often)  =  1,  B  (Frequently)  = 
2/3,  C  (Sometimes)  =  1/3,  and  D  (Rarely  or  Never)  =  0, 
averaging  them  together,  rounding  off  to  the  nearest 
number  from  0.0  to  0.9,  and  dropping  the  decimal 
point.  Por  example,  6  employees  with  ratings  A,  B,  B, 
C,  C,  and  D  give  the  following  frequency  value: 

A  =  1  =  1.00 
B  =  2/3  =  0.67 
B  =  2/3  =  0.67 
C  =  1/3  =  0.33 
C  =  1/3  =  0.33 
D  =  0  =  0.00 
Total   =  3.00  +  6  =  0.5 

Dropping  the  decimal  point  gives  a  value  of  5  for 
frequency  to  this  task  for  this  group  of  employees. 

c  Criticalities  are  the  percentage  of  employees  in  a 
group  who  rated  the  task  critical,  with  the  decimal 
point  then  dropped.  If  two  of  the  six  employees  in 
the  example  above  rated  the  task  critical,  the  value 
would  be  calculated  as  follows: 

2/6  =  0.33.  Rounding  off  and  dropping  the  decimal 
point  gives  a  value  of  3  for  criticality. 

d  The  cut-off  scores  for  selecting  frequent  and/or  cri- 
tical tasks  vary  with  the  number  of  respondents.  At 
certain  times  the  cut-off  values  are  lowered  if 
insufficient  numbers  of  critical  tasks  are  selected. 

e  We  suggest  starting  with  values  of  4  or  higher  for 
frequency  and  3  or  higher  for  criticality  as  cut-off 
scores.  Remember  that  we  do  not  need  both  high  fre- 
quency and  high  criticality  values  to  select  a  task. 
Either  a  4  or  higher  for  frequency  or  a  3  or  higher 
for  criticality  would  indicate  that  the  task  should  be 
selected.  Therefore,  tasks  with  such  values  as  43, 
42,  41,  33,  23,  etc.,  would  be  selected.  If  the  use  of 
these  cut-off  scores  does  not  produce  a  sufficient 
number  of  tasks,  values  of  3  for  frequency  may  be 
used  and  still  be  considered  high  values. 

f  Special  consideration  must  be  given  to  very  small 
groups.  If,  for  example,  there  is  only  one  respon- 
dent, and  since  our  original  criterion  #1  from  the 
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Hay  manual  was  A  +  B  =  50  or  higher,  that  person  must 
have  given  at  least  a  B  rating  to  consider  the  task 
frequent.  Since  the  Hartigan  program  gives  a  weight 
of  2/3  for  a  B  rating,  no  frequency  value  less  than  6 
can  be  selected.  The  only  acceptable  criticality 
rating  from  a  single  respondent  is  9,  since  the  task 
could  receive  no  values  other  than  9  (i.e.  100%  of 
the  agency  title  rated  the  task  critical)  or  0  (i.e. 
100%  did  not  rate  the  task  critical.)  Use  the 
following  chart  to  select  appropriate  cut-off  values 
based  on  the  number  of  respondents  in  the  agency 
title. 


Number  of  Respondents 


Frequency 


Criticality 


6  or  higher 


2  (If  this  gives  at  least  20  tasks) 
2  (If  more  tasks  are  needed) 


4  or  higher 
3  or  higher 


5  or  higher 
5  or  higher 


3  or  more  (If  this  gives  at  least 
20  tasks) 

3  or  more  (if  more  tasks  are  needed) 


4  or  higher 
3  or  higher 


3  or  higher 
3  or  higher 


VI.  Standardized  Formats  for  Making  Comparisons  Between  Task  Profiles 

A   The  following  comparisons  will  be  made  for  all  occupational 
groups : 

1  Each  agency  title  with  10  or  more  respondents  will  be 
compared  to  the  overall  subcluster  in  which  it  appears 
in  the  printout.  If  an  agency  title  with  fewer  than  10 
respondents  can  obviously  be  placed  in  its  subcluster 
without  too  much  effort  spent  in  cross-comparisons  with 
either  subclusters  or  if  it  is  needed  to  fill  in  a  gap 
in  a  series,  you  may  also  decide  to  include  it  in  your 
analysis. 

2  Each  agency  title  which  does  not  agree  with  the  sub- 
cluster  should  be  compared  to  any  other  subcluster (s) 
which  may  give  better  agreement. 

3  Any  subclusters  (or  single-subcluster  clusters)  which 
appear  so  similar  that  it  may  be  possible  to  combine 
them,  should  be  compared  to  each  other. 

B    Attached  are  two  Task  Profile  Comparison  Forms  which  should 
be  used  in  making  the  comparisons  in  A,  above.  Form  A  is 
for  comparing  agency  titles  to  subclusters,  Form  B  is  for 
comparing  subclusters  or  clusters  to  each  other. 

C    The  following  basic  information  on  the  subcluster  should  be 
filled  in  on  Form  A: 

1    The  occupational  group  number  and  the  occupational 
group  name  spelled  out  in  full. 
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2  The  subcluster  number  and  letter. 

3  Brief,  one-line  summaries  of  the  "basic  tasks"  that 
best  illustrate  the  work  being  performed. 

a  These  should  not  include  working  conditions  tasks  or 
the  vague,  universal  tasks  common  to  many  jobs  and 
which  do  not  serve  to  distinguish  a  class  from  many 
others.  For  some  engineering  technician  classes,  for 
example,  basic  tasks  include  surveying,  interpreting 
maps  and  charts,  testing  materials,  etc.  Incidental 
duties  such  as  report  writing,  record  keeping,  etc. 
do  not  help  define  these  jobs.  Of  course,  report 
writing  would  be  used  as  a  basic  task  for  a  job  which 
includes  report  writing  as  a  primary  duty. 

b  You  may  wish  to  summarize  two  or  more  substantially 
similar  tasks  into  one  basic  task  unless  there  is  a 
significant  difference  in  the  way  the  two  were  rated. 

c  Supervisory  tasks  should  be  combined  into  as  few  state- 
ments as  possible  in  showing  the  basic  supervisory 
responsibility  of  the  job.  Differences  between  exact 
numbers  of  employees  supervised  (e.g.  1-5  vs.  6-15) 
usually  are  not  as  important  as  differences  in  the 
type  of  employees  supervised  (e.g.  professional  vs. 
clerical)  or  the  type  of  supervision  exercised  (e.g. 
direct  vs.  indirect).  Differences  between  numbers  of 
employees  supervised  are  important,  however,  when 
they  are  very  large. 

d  As  the  number  of  tasks  used  as  basic  tasks 

increases,  the  greater  the  chance  of  including  tasks 
that  are  less  important  in  defining  the  essence  of 
the  job.  It  is  preferable  to  use  only  6  to  8  tasks 
if  these  provide  a  good  description  of  the  job 
without  omitting  any  really  important  duties. 
Furthermore,  it  is  not  necessary  to  include  all  of 
the  frequent/critical  tasks.  Use  only  those  tasks 
which  you  would  put  in  the  Summary  of  Series  if  you 
were  writing  a  job  specification. 

For  each  agency  title  in  the  subcluster  fill  in  the 
following  information: 

1  The  name  of  the  agency  title  spelled  out  in  full. 

2  The  number  of  respondents. 

3  The  number  of  frequent/critical  tasks  common  to  both 
the  subcluster  mean  and  the  agency  title,  excluding 
working  conditions  tasks. 

4  The  number  of  frequent/critical  tasks  in  the  subcluster 
mean. 
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The  number  of  frequent/critical  tasks  in  the  agency 
title  profile. 

The  percentage  agreement  between  the  agency  title  and 
the  subcluster.  Calculate  this  agreement  using  the 
numbers  already  entered  on  Form  A  and  the  formula: 

1  #  common  F/C  tasks    +    #  common  F/C  tasks 


2  #  subcluster  F/C  tasks     #  agency  title  F/C  tasks 

7  A  description  of  the  extent  to  which  the  agency  title 
performs  the  basic  tasks  of  the  subcluster.  This 
should  not  be  a  list  of  task  statement  numbers,  but  a 
brief  summary  of  your  analysis  of  whether  the  agency 
title  is  basically  performing  the  duties  of  the 
subcluster  or  if  there  are  any  substantial  aspects  of 
the  job  missing  in  the  agency  title  profile. 

8  A  summary  of  significant  tasks  performed  by  the  agency 
title  but  not  by  the  subcluster.  This  is  not  a  list  of 
all  frequent/critical  agency  title  tasks  which  are  not 
in  the  subcluster  profile,  but  an  analysis  of  whether 
there  are  very  important  agency  title  tasks  not  in  com- 
mon with  the  subcluster  profile  which  may  represent 
different  levels  of  responsibility  or  require  different 
KSAPs. 

9  Any  additional  comments  you  wish  to  include.  Be  sure 
to  indicate  whether  the  agency  title  you  are  comparing 
appeared  in  a  different  subcluster  on  the  printout  and 
you  are  trying  to  find  a  better  match.  It  is  important 
that  your  comments  include  information  not  found  in  the 
profile,  but  in  organizaion  charts,  consolidated  inter- 
view notes,  conversations  with  agency  personnel,  etc. 
This  may  include  information  concerning  licensure  or 
certification  requirements  or  organizational  con- 
siderations that  influence  your  decision  on  whether 

to  keep  the  agency  title  in  the  subcluster.  For 
example,  there  may  be  very  close  agreement  between  two 
agency  titles  and  no  apparent  difference  in  the  extent 
of  their  supervisory  responsibilities,  but  if  one  of 
these  agency  titles  supervises  the  other,  they  are  placed 
in  the  same  subcluster.  Furthermore,  if  you  are  aware 
of  any  legally  mandated  requirements,  such  as  licenses, 
etc.,  that  may  affect  which  agency  titles  can  be 
combined  into  one  subcluster,  you  must  take  these  legal 
requirements  into  consideration. 

10  Your  recommendation  as  to  whether  the  agency  title  does 
or  does  not  belong  in  the  subcluster.  If  not,  recom- 
mend, if  possible,  a  more  appropriate  subcluster.  If 
necessary,  your  recommendation  may  include  the 
establishment  of  a  separate  subcluster  for  the  agency 
title  or  even  holding  study  of  the  agency  title  until  a 
more  suitable  occupational  group  is  studied. 
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E   Wherever  you  have  indicated  that  an  agency  title  does  not 
belong  in  its  original  subcluster  and  have  recommended  a  new 
subcluster,  add  that  agency  title  onto  Form  A  for  the  new 
subcluster  and  fill  in  all  required  information.  Remember  to 
include  in  the  comments  section  the  number  of  the  subcluster  in 
which  the  agency  title  originated. 

P   Note  that  there  is  room  for  only  one  agency  title  comparison 
on  the  first  page  of  Form  A.  A  continuation  sheet  is  provided 
for  comparing  two  more  agency  titles  to  the  subcluster  mean. 
Use  as  many  continuation  sheets  as  you  need. 

G   The  procedure  for  comparing  subclusters  (or  single-subcluster 
clusters)  to  each  other  is  exactly  the  same  as  the  one  used  in 
comparing  agency  titles  to  their  subclusters.  Use  Task  Profile 
Comparison  Form  B  and  use  the  subcluster  with  the  highest 
number  or  respondents  for  selecting  your  basic  task  list.  If 
two  subclusters  originally  in  different  clusters  have  substan- 
tial agreement  on  the  type,  but  not  level,  of  work,  you  may 
make  them  subclusters  in  the  same  cluster. 

H   Once  you  have  completed  your  analysis  of  an  .occupational  group 
and  have  completed  all  of  your  recommendations  as  to  which 
agency  titles  should  be  placed  in  which  subclusters,  summarize 
your  recommendations  on  Occupational  Group  Summary  Sheet  A, 
attached. 


I   Once  your  recommendations  have  been  reviewed  and  approved: 

1  Fill  out  a  Cluster  Profile  Request  Form. 

2  Prepare  lists  of: 

a    Agency  Titles  included  in  your  recommended  subclusters. 

b    Agency  Titles  with  less  than  10  respondents  not 
included  in  your  analysis. 

c    Agency  Titles  which  you  studied  and  which  you  recom- 
mended be  placed  in  a  different  occupational  group. 

3  Submit  the  entire  package  for  supervisory  approval. 


mw 


ROFILE  COMPARISON  -  Form  A  SAMPLE  -    1 

Occupational  G«oup  No. Name Subclu    .  r 

Basic  Tasks  in  Subcluster  Mean: 


n 


Agency  Title N  Respondents 

#  Common  FC  Tasks FC  Tasks  in  Mean FC  Tasks  in  AT %  Agreement 

Basic  tasks  in  Mean  not  performed  by  agency  title: 


Significant  agency  title  tasks  not  in  Mean: 


Comment: 


Recommendation: 


(two  more  agency  titles  may  be  listed  on  reverse  side) 


Exhihit  JA 

Agency  Title 


-7 


SAMP 


#    Respondents 


-    2 


#  Common  pC  Tasks_ 


#  FC  Tasks  in  Mean 

Basic  tasks  in  Mean  not  performed  by  agency  title: 


U  FC  Tasks  in  AT 


%   Agreement 


Significant  agency  title  tasks  not  in  Mean: 


Comment: 


Recommendation: 


Agency  Title 


#  Common  FC  Tasks 


tf  FC  Tasks  in  Mean 


U  FC  Tasks    in  AT 


_     #  Respondents 
%  Agreement   


Basic  tasks  in  Mean  not  performed  by  agency  title: 


Significant  agency  title  tasks  not  in  Mean: 


Comment: 


Recommendation: 
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TASK  PROFILE  COMPARISON  -  Form  B 


SAMPLE 


-    1    - 


Occupational  Group  No. 


Name 


Subcluster 


Basic  Tasks  in  Cluster  or  Subcluster  Mean: 


» 


Cluster  or  Subcluster 


#  Common  FC  Tasks 


#FC  Tasks  in  Mean 


%  FC  Tasks  in  Cl/Subcl 


#  Respondents 
%  Agreement 


Basic  tasks  in  Mean  not  performed  by  Cl/Subcl: 


Significant  Cl/Subcl  tasks  not  in  Mean: 


Comment: 


Recommendation: 


(two  more  clusters/subclusters  may  be  listed  on  reverse  side) 


Exhibit   JA-8 
Xluster  or  Subcluster. 

#  Common  FC  Tasks 


SAMPLE 


-    2 
#    Respondents 


U  FC  Tasks  in  Mean 


#  FC  Tasks  in  Cl/Subcl. 


%  Agreement 


Basic  tasks  in  Mean  not  performed  by  Cl/Subcl 


Significant  Cl/Subcl.  tasks  not  in  Mean: 


Comment: 


Recommendation: 


Cluster  or  Subcluster 
#  Common  FC  Tasks 


FC  Tasks  in  Mean 


#FC  Tasks  in  Cl/Subcl. 


#  Respondents_ 
%  Agreement 


Basic  tasks  in  Mean  not  performed  by  Cl/Subcl 


Significant  Cl/Subcl.  tasks  not  in  Mean: 


Comment: 


Recommendation: 
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TA*K  ANALYSIS  WORKSHEET 


SAMPLE  -    1    - 

Frequent  and  Critical  Tasks  Not  Included  in  Existing  Specification 


Official  Class  Title 


Agency 


Date 


.nber  of  Incumbents 


Analyst 


Task  No, 


Task 


F/C 
Rating 


Add  to 
Spec. 


Level 
Dist. 


Field 
Dist. 


Comment 


(over) 
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Exglain  in  detail  your  reasons  for  identifying  tasks  as  either  level  or  field  distinguishing.    Include  what  you  consider  to  be 
relevant  KSAP  differences  reflected  by  these  tasks.    Do  you  feel  a  new  level  to  an  existing  series  can  accomodate  such 
differences?    Or,  if  field  distinguishing,  can  this  class  be  included  in  an  existing  series  (at  either  an  existing  or  new  level)? 
Or,  is  a  new  series  needed? 


(Use  additional  sheets  if  necessary) 
Oescribe  any  task  or  duty  currently  included  on  existing  specification  but  not  reflected  in  current  task  analysis: 


Recommended  Class  Title OG 

Reviewer  Comment: 
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ALTERNATE  TASK  ANALYSIS  FOR  SMALL  CLASSES 

The  following  is  an  alternative  task  analysis  method  for  use  in 
determining  frequent  and  critical  tasks  for  classes  or  agency  titles  in 
which  there  are  few  incumbents  and  for  which  no  task  inventory 
questionnaire  has  been  developed.  These  procedures  assume  the  use  of 
the  open-ended  questionnaire  which  uses  the  same  frequency  ratings  (A-D) 
as  the  task  inventory  questionnaires  and  asks  respondents  to  rank  their 
five  critical  tasks  in  descending  order  of  importance. 

For  each  agency  title  the  analyst  will  prepare  in  pencil  a  Job 
Analysis  Worksheet  for  Open-Ended  Questionnaires  (Exhibit  JA-12a) 
according  to  the  directions  that  follow. 

The  first  step  will  be  to  fill  in  the  information  requested  at 
the  top  of  the  form.  This  information  need  not  be  repeated  on  the 
second  and  succeeding  pages.  Note  that  the  form  includes  space  for 
listing  tasks,  and  includes  columns  on  the  right  for  up  to  ten  respondents, 
Begin  the  analysis  for  a  class  by  using  the  questionnaire  with  the  most 
comprehensive  list  of  tasks  within  a  given  title.  Call  this 
questionnaire  "Incumbent  #1"  and  label  the  front  of  the  questionnaire 
accordingly.  Now  list  the  tasks  on  the  worksheet,  numbering  sequentially 
each  task  in  the  left  margin.  Next  to  each  task  fill  in  the  appropriate 
set  of  ratings.  Note  that  each  rating  box  is  divided  by  a  diagonal 
line.  To  the  left  of  the  diagonal  line,  enter  the  converted  frequency 
score  according  to  the  following  equivalents: 

A=9        B=6        C=3        D=0 

To  the  right  of  the  diagonal,  enter  either  the  number  9,  if  the 
task  received  a  criticality  ranking,  or  enter  a  zero  if  no  criticality 
rating  was  given.  Repeat  this  process  for  all  tasks,  being  careful  to 
keep  the  ratings  in  the  appropriate  column. 

For  the  second  and  succeeding  questionnaires,  the  process  becomes 
more  involved,  for  now  the  analyst  must  determine  if  tasks,  although 
worded  differently,  are  substantially  similar  in  content  and  purpose  to 
those  already  listed.  Next,  take  the  second  questionnaire  and  assign  it 
"Incumbent  #2".  Ratings  from  this  questionnaire  will  be  inserted  in  the 
#2  column  of  the  same  worksheet.  Review  each  task  satement.  If  the 
statement  is  the  same  or  substantially  the  same  as  one  already  listed 
(from  Incumbent  #1)  do  not  add  it  to  the  list.  Instead,  simply  add  the 
converted  frequency  and  (if  applicable)  criticality  score  in  the 
appropriate  column.  If  the  task  is  substantially  different,  add  it  to 
the  list,  assigning  the  converted  ratings  in  the  appropriate  column. 

Repeat  the  process  until  all  tasks  for  all  participating  incum- 
bents have  been  reviewed.  It  may  be  necessary  to  contact  incumbents  to 
clarify  task  statements.  It  may  be  necessary  to  slightly  modify  task 
statements  to  accorrmodate  minor  variations. 
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For  clarification,  some  mention  should  be  made  here  of  the  logic 
implicit  in  Task  Conversion  Table  I.  Column  A  assumes  a  task  to  be  fre- 
quent if  the  average  frequency  response  rating  is  four  or  higher  on  a 
rating  scale  of  zero  to  nine.  This  translates  to  an  average  frequency 
rating  between  "Sometimes"  (C)  and  "Often"  (B) ,  when  viewed  in  terms  of 
the  frequency  definitions  on  the  questionnaire. 

Column  B  assumes  a  task  to  be  critical  if  the  average  criticality 
response  rating  is  4.5  or  higher  on  a  scale  of  zero  to  nine.  Since  4.5 
is  the  mid-point  of  the  range,  an  average  criticality  rating  of  4.5  or 
higher  reflects  that  50%   or  more  of  the  respondents  selected  the  task 
as  critical. 

The  use  of  Column  C  and  D  lowers  the  cutoff  points  for  frequency 
and  criticality  to  an  average  of  four  and  three  respectively  on  a  scale 
of  zero  to  nine.  This  reduces  the  average  frequency  cutoff  to  the 
equivalant  of  "Sometimes"  (C),  and  considers  a  task  as  critical  if 
slightly  fewer  than  50#  of  the  respondents  rate  the  task  as  frequent. 
Columns  C  and  D  are  used  only  if  the  use  of  Columns  A  and  B  yield  fewer 
than  twenty  frequent  and  critical  tasks.  Experience  has  shown  that  at 
least  twenty  tasks  are  needed  to  construct  the  Examples  of  Euties  Common 
To  All  Levels  In  Series  portion  of  a  class  specification.  That  is  the 
logic  behind  lowering  the  cutoff  points  in  the  event  that  the  use  of 
the  primary  columns  of  the  table  yields  fewer  than  twenty  tasks.  The 
need  for  using  Columns  C  and  D  generally  stems  from  functional 
variations  with  the  rating  group  which  in  turn  causes  a  greater  distri- 
bution of  frequency  and  criticality  ratings  among  a  greater  number  of 
tasks. 

RATING  CONVERSION  TABLE  II 

Rating  Conversion  Table  II,  Exhibit  JA-12c,  is  a  more  detailed 
table  which  converts  a  total  raw  score  from  a  Job  Analysis  Worksheet  for 
either  frequency  or  criticality  into  a  weighted  average  figure.  The 
logic  behind  this  conversion  process  is  identical  to  that  used  to  com- 
pute the  frequency  and  criticality  value  displayed  within  the  Hartigan 
clustering  printouts.  The  point  of  intersection  between  the  vertical 
axis  (raw  score)  and  the  horizontal  axis  (total  nunber  of  respondents) 
yields  a  weighted  average  for  either  frequency  or  criticality  in  the 
same  numeric  code  used  in  the  Hartigan  printout  tables.  The  purpose  of 
this  table  is  to  allow  for  direct  comparison  of  frequency  and  critical- 
ity data  generated  by  open-ended  questionnaire  analysis  to  frequency 
and  criticality  data  on  Hartigan  computer  printouts.  This  table  also 
allows  an  analyst  to  assign  a  specific  frequency  and  criticality  value 
to  all  listed  tasks  which  enables  more  in  depth  analysis  than  merely 
identifying  the  frequent  and  critical  tasks  performed  by  a  group  of 
incumbents  within  a  specified  job  title.  It  may  be  necessary  in  certain 
circumstances  to  identify  tasks  whose  weighted  averages  fall  below  the 
cutoff  points  for  frequency  and  criticality  used  within  Rating 
Conversion  Table  I.  Rating  Conversion  Table  II  can  be  used  to  identify 
tasks  on  the  borderline  of  frequency  or  criticality. 

To  summarize,  in  most  cases  analysts  will  use  Rating  Conversion 
Table  I  to  identify  frequent  and  critical  tasks  performed  by  a  group  of 
respondents  to  an  open-ended  questionnaire.  If  more  in  depth  analysis  is 
needed,  particularly  when  comparing  job  analysis  data  for  purposes  of 
classification,  it  may  be  necessary  to  use  Rating  Conversion  Table  II  as 
a  means  of  assigning  specific  frequency  and  criticality  values  to  task 
items. 
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Once  the  listing  of  tasks  is  complete  and  the  ratings  transcribed, 
add  the  ratings  (for  both  frequency  and  criticality)  across  for  each 
task  item  and  enter  the  sums  in  the  Total  Raw  Score  column  to  the  right. 
Now  you  are  ready  to  determine  which  of  the  listed  tasks  can  be  regarded 
as  frequent  and  critical  for  the  group  of  respondents. 

Rating  Conversion  Table  I 

Exhibit  JA-12b,  Rating  Conversion  Table  I  for  selecting  frequent  and 
critical  tasks,  provides  a  shortcut  method  of  determining  frequent  and 
critrical  tasks  without  any  need  of  computation  by  the  analyst.  Use  the 
table  in  the  following  way: 

1.  Make  sure  that  the  Total  Raw  Score  column  on  the  Job  Analysis 
Worksheet  For  Open-Ended  Questionnaires  has  been  completed 
for  each  listed  task  for  both  frequency  and  criticality. 

2.  Locate  on  the  Task  Rating  Conversion  Table,  the  line  under 
the  leftmost  column,  "Total  Number  of  Respondents",  the 
number  corresponding  to  the  number  of  respondents  in  the 
group  being  studied.  IMPORTANT:  The  number  of  respondents 
figure  remains  constant  throughout  the  analysis  even  though 
the  number  of  raters  for  any  listed  task  is  apt  to  vary.  For 
example,  if  the  study  group  included  10  questionnaires  or 
respondents,  and  the  first  task  listed  has  been  rated  by  only 
eight  of  the  ten  respondents,  converted  ratings  would  be 
based  upon  ten  respondents,  not  eight. 

3.  Follow  Column  A  (Minimum  Raw  Score  for  Tasks  Rated  Frequent) 
down  to  the  line  corresponding  to  the  number  of  respondents. 
If  the  total  raw  frequency  score  (left  side  of  diagonal  line) 
from  the  Job  Analysis  Worksheet  equals  or  exceeds  the  figure 
from  Column  A  of  the  Conversion  Table,  place  a  check  mark 
next  to  the  task  in  the  "Frequent"  column. 

4.  In  a  similar  fashion,  find  the  appropriate  line  under  Column 
B  of  the  Task  Rating  Conversion  Table  corresponding  to  the 
number  of  respondents.  If  the  total  raw  criticality  score 
(right  side  of  diagonal  line)  from  the  Job  Analysis  Worksheet 
equals  or  exceeds  the  figure  from  Column  B  of  the  Conversion 
Table,  place  a  check  mark  next  to  the  task  in  the  "Critical" 
column. 

5.  Repeat  steps  3  and  4  for  all  tasks  listed  on  the  Job  Analysis 
Worksheet.  When  this  has  been  done,  count  the  number  of  tasks 
which  have  been  checked  as  either  frequent  or  critical.  If 
the  number  is  fewer  than  twenty,  repeat  the  process 
described  in  steps  3  and  4,  substituting  the  use  of  Columns  C 
and  D  for  Columns  A  and  B  respectively.  The  use  of  Columns  C 
and  D  lowers  the  cutoff  points  for  considering  tasks  as 
either  frequent  or  critical.  Thus,  the  use  of  Columns  C  and 

D  should  result  in  a  greater  number  of  tasks  deemed  frequent 
or  critical. 
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RATING  CONVERSION  TABLE   I 


SAMPLE 


For  Selecting  Frequent  and  Critical  Tasks 
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for  Task  rated  Frequent 

MIN  IMUM  F 
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for  Task  rated  Critical 
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for  Frequency  if 
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for  Criticality  if 
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GLOSSARY  OP  TERMS 


Agency  Title  -  A  unit  of  analysis  for  the  computerized  method  of  task 
analysis.  All  positions  in  the  same  job  title  (e.g.  Social  Worker  I)  in 
the  same  agency  (e.g.  Public  Health)  comprise  an  agency  title.  Agency 
titles  in  the  same  occupational  group  are  statistically  compared  with 
each  other  using  comparative  analysis  of  frequency  and  criticality 
ratings  to  yield  clusters  and  subclusters  of  related  job  titles. 

Cluster  -  A  grouping,  yielded  by  the  computerized  method  of  task 
analysis,  of  agency  titles  based  on  similar  (within  a  specified  sta- 
tistical range)  frequency  and  criticality  ratings  of  the  tasks  on  a  task 
inventory  questionnaire.  Usually  such  groupings  are  considered  homoge- 
neous enough  to  be  thought  of  as  comprising  a  series  or  "family"  of 
related  job  classes. 

Criticality  -  The  response  to  a  specific  task  item  on  a  task  inventory 
questionnaire  indicating  that  the  task  item  is  critical  to  the  overall 
performance  of  the  employee's  job.  May  be  reported  as  a  summary  score 
(e.g.  9  out  of  10  incumbents  checked  an  item  off  as  critical  to  the 
performance  of  the  overall  job)  or  as  a  mathematically  derived  weighted 
average,  as  is  used  with  the  computerized  method. 

Frequency  -  The  response  to  a  specific  task  item  on  a  task  inventory 
questionnaire  indicating  how  often  a  task  is  performed  (usually  on  a 
multiple  choice  scale).  May  be  reported  as  a  summary  score  (e.g.  9  of 
10  incumbents  checked  an  item  off  as  performed  frequently)  or  as  a  mathe- 
matically derived  weighted  average,  as  is  used  with  the  computerized 
method. 

Hartigan  -  The  name  (after  its  originator)  of  a  method  for  statistically 
comparing  similarities  in  responses  by  incumbents  of  various  job  titles 
to  machine-scored  questionnaire  items  in  order  to  yield  groupings  of  job 
titles  whose  incumbents  are  performing  similar  duties. 

Open-Ended  Questionnaire  -  A  job  analysis  instrument  on  which  employees 
are  asked  to  write  job  analysis  task  statements  with  frequency  and  cri- 
ticality ratings  and  other  pertinent  information  (e.g.  reports  written, 
KSAPs  needed)  about  their  jobs.  These  questionnaires  are  not  machine- 
scored  but  are  reviewed  and  scored  by  personnel  analysts. 

Op  Scan  -  Short  for  "Optical  Scanner".  A  machine  that  electronically 
reads  and  transmits  responses  to  task  inventories  from  answer  sheets  to 
magnetic  tape.  This  tape  is  then  submitted  for  computer  analysis  to 
yield  printouts  of  the  results  of  task  inventories. 

Series  -  A  hierarchy  of  related  job  classes,  or  a  "family"  of  job 
titles;  e.g.  Typist  I  through  Typist  V  is  a  series.  Classes  in  a  series 
are  numbered,  using  roman  numerals,  in  ascending  order  of  importance  or 
complexity.  Currently  job  specifications  are  written  for  an  entire 
series,  thereby  eliminating  the  need  for  writing  overlapping  job  descrip- 
tions, and  also  highlighting  differences  in  levels  within  a  series. 
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Subcluster  -  In  the  computerized  method  of  task  analysis,  a  subdivision 
of  a  cluster  based  on  similarity  of  responses  to  specified  level  dis- 
tinguishing tasks  dealing  with  degree  and  type  of  supervision  exercised 
and  complexity  of  tasks  performed.  A  subcluster  represents  a  particular 
level  (e.g.  Social  Worker  II)  of  a  cluster  (e.g.  the  Social  Work  cluster) 
of  related  agency  titles. 

Task  Inventory  Questionnaire  -  A  job  analysis  survey  instrument  comprised 
of  a  structured  list  of  task  statements  distributed  to  employees  for  their 
ratings  as  to  how  frequently  each  task  is  performed,  or  whether  the  task 
is  critical  to  their  jobs.  Task  inventory  questionnaires  are  usually 
scored  by  an  optical  scanner. 
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PRELIMINARY  SPECIFICATION  TO  BE  REVIEWED 
BY  SUBJECT  MATTER  EXPERTS 
GENERAL  INSTRUCTIONS* 


The  attached  material  contains  a  preliminary  specification  for  a  series 
of  job  classes  which  includes  your  classification  title.  We  would  like 
you  to  carefully  review  all  thirteen  sections  of  the  specification  and 
make  any  conments,  corrections  or  additional  statements  which  you  feel 
are  necessary. 

All  of  the  instructions  for  reviewing  the  preliminary  specification 
appear  at  the  front  of  the  package.  As  you  complete  each  section, 
please  refer  back  to  the  portion  of  the  instructions  corresponding  to 
the  section  you  are  about  to  review. 

You  may  make  brief  corrections  or  conments  directly  on  the  specifica- 
tion. A  Specification  Changes  Form  is  provided  at  the  end  of  the 
package  for  you  to  write  more  lengthy  corrections  and  comments.  When 
using  the  Specification  Changes  Form,  please  enter  the  section  number 
(roman  numeral)  and  item  number  corresponding  to  the  section  and  item  of 
the  specification  you  wish  to  comment  on,  correct,  or  replace.  You  may 
attach  additional  sheets  if  necessary.  You  may  also  line  out  wording  or 
statements  that  you  feel  do  not  apply  to  employees  in  your  job  title  in 
your  agency.  The  instructions  that  follow  are  in  the  order  of  the  sec- 
tion numbers  of  the  specification.  Please  refer  to  the  appropriate  sec- 
tion of  the  instructions  before  reviewing  each  section  of  the 
specification. 

I.  Series  Identification:  Included  in  this  section  is  a  list  of 
class  titles  covered  by  the  specification  from  lowest  to  highest 
order  of  increasing  complexity  and  responsibility.  If  you  think 
that  the  titles  as  stated  are  inappropriate,  indicate  what  you 
believe  is  a  more  suitable  title. 

II.  Summary  of  Series:  This  section  gives  a  brief  summary  of  the 

major  duties  as  performed  by  incumbents  of  positions  in  the  series 
as  well  as  a  statement  describing  the  basic  purpose  or  end  result 
of  the  work  performed.  Indicate  any  changes  to  this  section  which 
you  feel  would  better  describe  in  general  terms  the  nature  and 
purpose  of  duties  performed  by  incumbents  of  your  job  title. 

III.  Organizational  Levels:  This  section  ranks  the  class  titles  of  the 
series  from  lowest  to  highest  according  to  how  they  relate  to  each 
other  and  to  all  other  classes.  Before  making  any  changes  or  com- 
ments, please  refer  to  the  work  level  definitions  which  are  pro- 
vided at  the  end  of  the  instructions  for  Section  XIII.  These 
define  what  is  meant  by  such  terms  as  professional,  technical, 
administrative,  etc. 

*Note:  These  instructions  also  apply  if  you  supervise  employees 
in  this  series  of  job  classes,  even  though  your  title  is 
not  included  in  the  series. 
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IV.   Examples  of  Duties  Camion  to  All  Levels  in  Series:  This  section 
enumerates  the  duties  which  are  common  to  the  entire  series 
regardless  of  level.  Duty  statements  in  Sections  IV  and  V  are 
written  cumulatively.  That  is,  with  the  assumption  that  duties 
performed  by  incumbents  of  positions  at  Level  I  are  also  performed 
by  incumbents  at  Levels  II  and  above.  Technically  this  assumption 
may  not  be  absolutely  correct  in  all  cases,  particularly  when 
there  are  many  levels  in  the  series,  but  using  such  an  assumption 
allows  the  specific  listing  of  duties  in  Section  V  that  clearly 
point  out  the  differences  in  responsibility  and  complexity  which 
distinguish  one  level  from  the  next. 

Please  follow  these  directions  in  reviewing  the  examples  of  duties  in 
both  Sections  IV  and  V: 

1.  Read  the  entire  list  of  duties  in  Sections  IV  and  V  before 
making  any  additions,  deletions,  or  corrections. 

2.  Make  the  following  decisions  about  each  duty  you  review: 

a.  Is  this  duty  one  that  is  performed  frequently  by,  or  is 
very  critical  to,  the  majority  of  employees  in  your 
agency  with  this  class  title?  If  it  is  not,  draw  a 
line  through  the  duty  statement,  and  explain  briefly  in 
the  margin  next  to  the  lined  out  statement  why  you 
deleted  it. 

Remember  that  you  are  representing  everyone  in  your 
agency  with  this  class  title,  not  just  yourself. 
Therefore,  if  the  duty  is  one  that  you  do  not  perform 
but  most  other  employees  in  your  agency  with  this  class 
title  with  whose  work  you  are  familiar  do  perform,  do 
not  delete  the  duty  statement  from  the  list.  Also 
remember  that  this  is  a  list  for  all  incumbents  in  your 
class  title,  and  may  contain  examples  of  duties  that 
certain  incumbents  do  not  perform. 

b.  Is  this  a  very  broad  duty  statement  that  includes  many 
examples,  not  all  of  which  concern  your  title?  If  so, 
line  out  any  examples  you  feel  are  inappropriate  for 
positions  in  your  title  in  your  agency. 

c.  Are  examples  pertaining  to  your  class  title  missing 
from  the  duty  statement?  If  so,  add  the  examples  in 
the  margin  or  between  the  lines  of  the  duty  statement. 

d.  If  some  of  the  wording  of  the  duty  statement  is  not 
technically  correct,  line  out  only  the  incorrect  por- 
tion and  insert  the  correct  language. 

3.  If  you  need  to  make  so  many  changes  in  a  duty  statement  that 
there  is  not  enough  space,  add  your  entire  revised  version 
of  the  duty  statement  on  the  Specification  Changes  Form  at 
the  end  of  the  package.  Please  write  in  the  columns  to  the 
left  of  your  revised  statement  the  section  number  (IV  or  V) 
as  well  as  the  Item  number  of  the  duty  you  are  revising. 


Exhibit  JA-14  -  3  - 


4.  When  you  have  made  all  necessary  changes  to  the  duty  listed, 
make  sure  that  no  important  duty  performed  by  employees  in 
your  agency  in  your  class  title  is  missing,  either  in  terms 
of  a  frequently  performed  duty  or  one  that  is  critical  to 
the  job.  Before  adding  a  statement,  review  duty  statements 
on  the  printed  list  to  determine  whether  or  not  it  is 
covered  by  any  more  generally  worded  duty  statement  on  the 
list.  If  not,  add  a  new  duty  statement  to  the  Specification 
Changes  Form.  In  place  of  the  item  number,  write  the  word 
"new"  to  indicate  a  new  rather  than  a  revised  duty  statement. 
Before  adding  a  duty  statement,  make  sure  that  it  does  not 
appear  in  either  Section  IV  or  the  Section  V  statements  for 
your  title  or  level. 

5.  In  Section  IV  and  V  certain  duty  statements  may  begin  with 
the  words  "Based  on  assignment,  may"  as  an  indication  that 
the  duty  is  performed  by  a  significant  number  of  incumbents 
but  is  not  characteristic  of  the  class  or  level  as  whole.  If 
these  duties  are  not  performed  by  incumbents  in  your  agency, 
you  may  simply  draw  a  line  through  them  with  no  explanation. 
If  a  duty  statement  which  starts  with  the  words  "Based  on 
assignment,  may"  applies  to  your  title  in  your  agency,  place 
a  check  mark  and  the  name  of  your  agency  to  the  left  of  the 
statement  number. 

V.  Differences  Between  Levels  in  Series:  This  section  enumerates 
duties  performed  at  each  level  in  addition  to  those  common  to  the 
entire  series.  These  duty  statements  indicate  progressively 
increasing  degrees  of  responsibility  and  difficulty  from  one  level 
to  the  next.  The  same  instructions  for  reviewing  Section  IV  apply 
here  as  well,  with  one  important  difference.  Limit  your  comments 
or  corrections  to  duties  performed  by  incumbents  of  your  title  or 
level  or  that  apply  to  the  title  or  level  you  are  representing. 

If  you  feel  that  a  duty  listed  as  applying  to  a  level  or  title 
higher  than  yours  applies  to  your  title  as  well,  indicate  so  by 
writing  in  the  margin  to  the  left  of  the  statement:  "Applies  to 
(your  title)  as  well".  If  you  feel  that  an  important  duty  that 
incumbents  in  your  title  in  your  agency  regularly  perform  has  been 
omitted  from  both  Sections  IV  and  V,  you  may  list  the  duty  on  the 
Specification  Changes  Form  at  the  end  of  the  package. 

VI.  Relationships  with  Others:  This  section  gives  a  sumnary  of  the 
typical  kinds  of  contacts  that  employees  in  your  job  title  have 
with  others.  You  may  line  out  any  such  listed  contact  that  you 
feel  is  inappropriate,  and  you  may  add  any  type  of  contact  that  is 
not  listed  but  you  feel  is  important  to  your  job. 

VII.  Supervision  Received:  Included  in  this  section  is  a  summary  of 
the  kind  and  degree  of  supervisory  or  other  controls  which  guide 
employees  in  your  job  title  in  your  agency.  Indicate  any  changes 
you  would  make  to  better  describe  the  kind  and  degree  of  super- 
vision that  employees  in  your  title  in  your  agency  perform. 
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and  vice  versa  for  positions  in  your  title  in  your  agency.  Any 
qualification  you  feel  is  important  to  your  job  but  not  listed  in 
either  Section  X  or  XI  may  be  added  on  the  Specification  Changes 
Form.  For  each  such  added  qualification  indicate  by  section  and 
item  number  the  duty  which  required  the  possession  of  the  qualifi- 
cation which  you  are  adding. 

The  following  definitions  are  supplied  to  assist  you  in  better 
understanding  the  specific  meanings  of  the  terms  "Knowledge", 
"Skill "/'Ability",  and  "Personal  Characteristics". 

Definitions  of  Knowledges,  Skills, 
Abilities,  and  Personal  Characteristics 

Knowledge  -  a  body  of  information  applied  directly 

to  the  performance  of  a  function;  accumulated  infor- 
mation and  understanding  of  specific  facts,  prin- 
ciples, practices,  and  precedents  about  things, 
people,  and  data  relating  to  a  particular  subject 
area. 

Examples:   knowledge  of  cost  accounting 
knowledge  of  algebra 

Skill  -    technical  expertise  or  proficiency  in  the  performance 
of  a  manual  task  or  other  physical  activity,  usually 
learned  through  some  form  of  instruction,  training  or 
practice. 

Examples:   skill  at  typing  30  mailable  words  per  minute 
skill  in  operating  a  lathe 

Ability  -   a  natural  talent  or  acquired  proficiency  for  performing 
a  function,  either  mental  or  physical. 

Examples:   ability  to  conduct  interviews 

ability  to  keep  accurate  records 

Personal  Characteristics  -  other  traits  such  as  attitudes, 

indicating  that  a  person  can  perform  a 
task. 

Examples:   willingness  to  work  outdoors  in  adverse 
weather 
willingness  to  work  in  a  penal  environment. 

XI.   Qualifications  Acquired  on  Job  at  All  Levels  in  Series:  This  sec- 
tion lists  those  qualifications  which  are  required  for  satisfac- 
tory job  performance  but  are  learned  on  the  job.  Listed  first  are 
those  qualifications  which  should  never  be  required  at  hire 
regardless  of  the  level  in  the  series,  such  as  knowledge  of  speci- 
fic laws  or  procedures.  Then  qualifications  acquired  on  the  job 
at  each  level  in  the  series  are  listed.  Concentrate  on  those 
qualifications  which  apply  to  your  job  title  or  level  in  the 
series  and  recommend  any  additions,  changes  or  deletions  that  will 
result  in  a  better  description  of  the  qualifications  that  are 
learned  on  the  job  for  your  title  or  level  in  the  series. 
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XII.  Minimum  Entrance  Requirements:  This  section  includes  a  precisely 
worded  statement  of  the  minimum  amounts  and  kinds  of  experience, 
education,  and  training  which  applicants  must  have  to  demonstrate 
that  they  have  acquired  the  qualifications  required  at  hire  for 
the  title  or  level  in  the  series.  Unless  specific  educational 
requirements  are  mandated  by  law  or  for  licensure,  minimum 
entrance  requirements  are  stated  in  terms  of  experience,  education 
and  training  substitutions  for  the  experience  required.  Entrance 
requirements  should  show  a  logical  progression  in  kinds  and 
amounts  of  experience  and/ or  education  required  at  successive 
levels  in  a  series  consistent  with  the  additional  qualification 
requirements  at  each  level  as  listed  in  the  "Qualifications 
Required  at  Hire"  section  of  the  specification.  Minimum  entrance 
requirements  are  used  in  the  selection  process  to  screen  out  of 
competition  only  those  applicants  whose  experience,  education,  and 
training  do  not  demonstrate  that  they  have  had  the  opportunity  to 
acquire  the  qualifications  required  at  hire  for  satisfactory 
performance  of  the  duties  assigned  to  the  classes  involved.  They 
also  assist  applicants  in  identifying  jobs  for  which  they  are 
qualified. 

Minimum  entrance  requirements  in  the  past  for  many  class  titles 
were  arbitrarily  set  at  levels  higher  than  what  could  be  con- 
sidered true  rninlmums.  Minimum  entrance  requirements  for  most 
titles  recently  have  been  lowered  to  comply  with  the  Federal 
Uniform  Guidelines  on  Employee  Selection  Procedures.  This  in  no 
way  suggests  that  job  titles  have  been  devalued  or  downgraded  as  a 
result.  Minimum  entrance  requirements  form  only  one  of  several 
steps  in  the  employee  selection  process. 

Consider  the  following  when  reviewing  the  Minimum  Entrance 
Requirements  for  your  title  in  your  agency.  If  you  wish  to  add  or 
change  a  minimum  requirement,  please  use  the  following  as  a  guide: 

1.  Is  the  amount  of  experience  required  the  minimum  period  of 
time  it  would  take  a  person  to  acquire  those  qualifications 
which  have  been  determined  as  being  required  at  hire?  Even 
if  some  applicants  might  need  more  work  experience  to 
acquire  the  necessary  qualifications,  remember  that  entrance 
requirements  should  reflect  only  the  iriinlmum  amount  of  time 
needed  to  acquire  these  qualifications. 

2.  Are  all  levels  of  work  experience  in  which  an  applicant 
could  have  acquired  the  necessary  qualifications  Included? 
Definitions  of  work  levels  are  attached  at  the  end  of 

the  instructions.  If,  for  example,  you  are  reviewing 
the  proposed  entrance  requirement  for  an  entry  level 
professional  job,  make  sure  that  other  experience  at 
lower  levels  through  which  an  applicant  could  have 
acquired  at  least  some  of  the  necessary  qualifications 
is  Included.  A  second  example  is  when  you  are  reviewing 
the  proposed  entrance  requirements  for  a  first-level  super- 
visory job.  You  should  make  sure  that  the  next  lower  level 
(i.e.  non^supervisory )  of  work  in  the  career  ladder  is 
included.  Be  as  all-inclusive  as  possible. 
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3.  Are  all  fields  of  work  in  which  an  applicant  could  have 
acquired  the  necessary  qualifications  included?  Be  as  all- 
inclusive  as  possible. 

4.  Are  all  the  major  duties  an  applicant  would  have  had  to 
perform  to  acquire  the  necessary  qualifications  stated 
properly? 

5.  Is  the  amount  of  specialized  work  experience  the  true  mini- 
mum period  of  time  it  would  take  an  applicant  to  acquire 
those  necessary  qualifications  which  could  not  be  acquired 
in  the  general  work  experience  described?  Note  that  the 
specialized  experience  is  part  of  the  total  general 
experience  requirement. 

6.  Are  all  levels  of  work  experience  in  which  an  applicant 
could  have  acquired  those  qualifications  covered  by  the 
specialized  work  experience  included? 

The  second  part  of  the  minimum  entrance  requirement  indicates 
the  kinds  and  amounts  of  education  and/or  training  used  as 
substitutions  for  the  required  experience. 

You  should  now  review  the  educational  and  training  substitutions 
for  the  required  experience.  Any  educational  or  training  substi- 
tution should  be  based  on  the  same  qualifications  that  were  con- 
sidered while  developing  the  experience  portion  of  the  ER. 

For  example,  if  a  requirement  of  three  years  of  professional  or 
technical  experience  performing  chemical  analyses  of  various 
substances  is  based  on  qualifications  involving  a  knowledge  of 
chemistry,  then  any  education  which  may  be  substituted  should  be 
in  chemistry  or  a  related  major  which  provides  the  same  qualifi- 
cations. Substitution  of  education  or  training  in  an  unrelated 
major  such  as  history  or  music  would  be  unrealistic,  and  there- 
fore cannot  be  allowed,  as  there  is  no  direct  evidence  that  such 
a  major  would  provide  a  person  with  the  required  knowledge  of 
chemistry. 

Therefore,  as  you  review  the  proposed  education  and  training 
substitutions  for  the  required  experience,  you  must  constantly 
ensure  that  these  substitutions  demonstrate  that  a  person  has 
acquired  the  same  qualifications  that  one  would  have  acquired 
through  that  portion  of  the  experience  requirement  for  which  the 
education  or  training  may  be  substituted. 

Please  consider  the  questions  that  follow  as  you  review  educa- 
tional and  training  substitutions. 

Are  all  possible  majors  in  which  a  person  could  acquire  the 
necessary  KSAPs  listed?  Be  as  all-inclusive  as  possible  in 
recording  the  appropriate  majors. 

Would  the  degree(s)  allow  an  applicant  to  acquire  the  same 
qualifications  as  the  kinds  and  amounts  of  experience  for 
which  education  may  be  substituted?  Could  an  applicant  with 
a  lower  educational  level  also  have  acquired  the  necessary 
qualifications? 
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For  example,  if  an  applicant  could  acquire  the  same  qualifi- 
cations through  either  an  Associate's  Degree  or  two  years  of 
experience,  then  the  Associate's  (or  higher)  Degree  should 
be  allowed  as  full  substitution  for  these  two  years. 
Substituting  an  Associate's  Degree  for  only  one  year  and  a 
higher  degree  for  the  second  year  would  not  be  a  true  minimum. 

In  seme  cases  an  educational  substitution  may  not  provide 
the  qualifications  that  can  be  acquired  only  through  spe- 
cialized experience.  In  such  cases  the  education  should  be 
allowed  as  a  substitution  only  for  all  or  part  of  the 
required  general  experience. 

Are  all  other  kinds  of  training  which  may  provide  the  necessary 
qualifications  included  in  the  training  section  of  the  minimum 
entrance  requirements?  Review  the  training  substitutions 
in  the  same  way  you  reviewed  the  educational  substitutions. 


XIII.  Special  Requirements:  This  section  includes  varying  licenses  or 
certifications  required  by  law  for  class  titles  in  this  series, 
including  licenses  to  operate  motor  vehicles  or  other  equipment. 
Please  make  sure  that  the  information  presented  is  truly  a  statu- 
tory requirement  and  not  a  requirement  that  has  been  arbitrarily 
imposed  in  the  past. 

Make  certain  that  you  have  included  all  appropriate  information 
either  on  the  specification  itself  or  on  the  Specification  Changes 
Form  at  the  end  of  the  package.  When  you  have  completed  your 
review,  please  return  this  entire  package  to  the  person  who  gave 
it  to  you. 

Thank  you  for  your  assistance. 
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15                                  CLASS  SPECIFICATION  CHANGES                  SAMPLE 

Sect.No. 

Item  No. 

SUGGESTED  CHANGE  OR  ADDITION 

■ 

■ 

• 

• 
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SAMPLE 
POSITION  CLASSIFICATION  REVIEW 


-    1    - 


Present  Title: 


Agency: 


Appropriation  No: 


Position  No: 


Critical  and  frequent  tasks  in  common  with  class: 
Task  No. 


Task 


Tasks  frequent  or  critical  for  position(s)  but  not  for  class: 

Task  No.  Task 
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SAMPLE 
POSITION  CLASSIFICATION  REVIEW 


-    2    - 


Tasks  frequent  or  critical  for  class  but  not  positions): 
Task  No. 


Task 


CLASSIFICATION  RECOMMENDATION: 

1.  Retain  current  class  title  (check  if  appropriate)! | 

Re-classify  as  follows: 

2.  To  an  existing  level  of  current  series 

3.  To  a  new  level  in  current  series 

4k         To  an  existing  level  in  another  existing  series 

5.  To  a  new  level  in  another  existing  series 

6.  To  a  new  class  in  a  new  series 


Recommended  Title 


REASONS  FOR  RECOMMENDATION. 

On  a  separate  sheet,  give  reasons  for  /our  recommendation.    Discuss  series  or  classes  considered  but  not  chosen,  and 
reasons  for  not  choosing.    Emphasize  level  or  field  distinguishing  tasks  performed  which  make  current  classification 
inappropriate. 

Check  here! 1  if  a  delegated  agency,  and  indicate  action  taken  in  accordance  with  delegation  procedures: 


r~ 

m 

3) 


2. 


DELEGATION 


WORK  LEVEL  DEFINITIONS 


MANAGERIAL  work  involves  the  direction  of  an  agency  or  assigned  phase  of 
an  agency's  operations  and  includes  the  estimation  of  resources  required 
to  accomplish  objectives  and  the  establishment  and  implementation  of 
policies,  work  methods,  and  procedures  within  the  framework  of  broad 
policies  established  by  a  higher  level  executive  or  official.  Reporting 
staff  normally  includes  at  least  one  supervisory  level. 

ADMINISTRATIVE  work  involves  the  direction  of  a  small  segment  of  an 
agency's  operations  and  includes  the  estimation  of  resources  required  to 
accomplish  objectives  and  the  development  and  recommendation  of  poli- 
cies, work  methods,  and  procedures  within  the  framework  of  broader  poli- 
cies established  by  a  higher  level  manager.  Reporting  staff  may  include 
a  supervisory  level. 

SUPERVISORY  work  involves  the  assignment  of  work  to,  and  review  of  work 
performed  by,  subordinates  and  includes  continuous  accountability  for 
the  quantity  and  quality  of  work  performed  by  subordinates  and  for  the 
accomplishment  of  assigned  work  operations  in  a  prescribed  manner. 

PROFESSIONAL  work  is  predominantly  intellectual,  requires  the  consistent 
exercise  of  judgment,  and  requires  specialized  and  theoretical  knowledge 
which  is  usually  acquired  through  college  training  or  through  work 
experience  and  other  training  which  provides  comparable  knowledge. 

TECHNICAL  work  requires  a  combination  of  basic  scientific  or  technical 
knowledge  and  manual  skill  usually  obtained  through  specialized  post- 
secondary  school  education  or  through  equivalent  on-the-job  training. 

PROTECTIVE  SERVICE  work  involves  responsibility  for  public  safety, 
security,  and  protection  from  destructive  forces. 

PARAPROFESSIONAL  work  involves  some  of  the  duties  of  a  professional  per- 
formed in  a  supportive  role  and  requires  less  formal  training  and/or 
experience  than  is  normally  required  for  professional  work. 

CLERICAL  work  involves  the  orderly  processing  of  papers,  the  operation 
of  office  machines,  and  the  performance  of  routine  work  supporting  an 
office  or  organization  within  a  framework  of  procedures,  regulations, 
precedents,  and  instructions.  Work  may  be  procedural,  i.e.  concerned 
with  the  processing  but  not  the  subject  matter  of  a  transaction,  or 
substantive,  i.e.  concerned  with  the  subject  matter  of  the  transaction 
being  processed. 

SKTTI.ET)  TRADE  OR  CRAFT  work  requires  a  combination  of  special  manual 
skill  and  thorough  and  comprehensive  knowledge  of  work  processes  usually 
obtained  through  on-the-job  training  and  experience  or  through  appren- 
ticeship or  other  formal  training  programs. 

SERVICE  OR  MAINTENANCE  work  involves  manual  duties  not  requiring  spe- 
cialized skills  and  which  result  in  or  contribute  to  either  the  comfort, 
convenience,  hygiene,  or  safety  of  the  public  or  to  the  construction, 
upkeep,  and  care  of  property. 


DELEGATION  OF  CLASSIFICATION  FUNCTIONS  TO 
THE  STATE  AGENCIES 


INTRODUCTION 

To  increase  the  responsiveness  of  the  state  personnel  system  to 
the  needs  of  the  state  agencies,  certain  classification  functions  which 
formerly  required  the  prior  approval  of  the  Personnel  Administrator,  will 
now  be  delegated  to  the  state  agencies,  subject  to  audit  by  the 
Department  of  Personnel  Administration. 

Under  delegation  the  following  classification  and  other  personnel 
functions  will  be  included: 

1.  Establishment  of  Federal  Temporary  Positions 

2.  Emergency  Appointments 

3.  Establishment  of  Sick  Leave  (Rule  LS-18)  Positions 

4.  Changes  in  Staffing 

5.  "In-Lieu"  Appointments 

6.  Professional  Recruitment  Rates 

7.  "03"  (Consultant)  Contract  Rates 

At  present,  the  following  functions  are  hot  delegated: 

1.  Designation  of  Classes  as  Professional  for  Recruitment  Rates 
under  Chapter  30,  Section  46,  Paragraph  5A 

2.  Approval  of  Class  Recruitment  Rates 

3.  Establishment  of  New  Class  Titles 

4.  Budget  Recommendations  to  the  Legislature  on  the  Classification 
of  New  Positions,  Class  Upgradings,  Reallocations,  New  Class 
Titles,  and  Grades  for  New  Classes 

5.  Development  of  New  and  Revised  Class  Specifications 
(Part  of  Classification  Plan  Maintenance) 

6.  Job  Analysis  Studies  (Part  of  Classification  Plan 
Maintenance) 

7.  Job  Evaluation  (Classification  of  Management  Positions) 

8.  Appeals  for  Upgradings  and  Reallocations 

9.  Establishment  of  Excess  Quota  Positions 
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The  material  on  the  following  pages  describes  the  procedures 
to  be  followed  by  agencies  accepting  delegation  and  the  criteria 
to  be  used  by  the  Department  of  Personnel  Administration  in 
reviewing  these  actions. 

Additional  material  consists  of: 

Exhibit  D  -1-  Legal  References 

Exhibit  D  -2-  Order  of  Files  for  Delegation  Forms 

Agency  personnel  analysts  requiring  further  instructions, 
clarification,  or  other  assistance  should  contact  their  designated 
personnel  analyst (s)  within  the  Bureau  of  Classification. 

NOTE:  Agency  personnel  analysts (s)  or  designated  agency  analyst (s) 
refer  to  those  individuals  assigned  to  handle 
decentralization/delegation  issues  for  an  agency. 


-iii- 


TABLE  OF  CONTENTS 


FUNCTION  PAGE 

1.  Establishment  of  Federal  Temporary  Positions  1 
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ESTABLISHMENT  OF  FEDERAL  TEMPORARY  POSITIONS 


I.  Definition: 

A  federal  temporary  position  is  a  position  which  is  paid  for 
entirely  by  direct  federal  grant  and  does  not  require  the  prior 
approval  of  the  legislature  to  be  established.  When  an  agency 
receives  a  federal  grant  to  pay  for  such  positions,  an  account 
number  is  established  by  the  Budget  Bureau. 

When  a  change  in  title  or  a  change  in  account  number  is 
necessary,  a  new  position  must  be  created  and  the  old  position 
deleted.  No  staffing  changes  or  in-lieus  are  permitted  for 
federal  temporary  positions. 

Federal  permanent  positions  and  federal  positions  requiring 
a  new  title  must  have  the  prior  approval  of  the  Department  of 
Personnel  Administration  and  the  Legislature. 

II.  Legal  References: 

Chapter  30,  Section  45,  M.G.L. 

III.  Summary  of  Procedure: 

DESCRIPTION  OF  PROCEDURE 

A.  The  agency  which  receives  the  federal  grant  obtains  an 
account  number,  if  needed,  from  the  Budget  Bureau. 

B.  Determine  the  titles  of  the  positions  to  be  established  and 
prepare  the  required  forms  as  follows: 

1.  For  non-management  positions,  prepare  position 
descriptions  (Form  30).  (See  "How  to  Classify  a  Position.") 

2.  Classify  the  non-management  positions.  (See  "How  to 
Classify  a  Position.") 

3.  For  management  positions,  prepare  Management  Position 
Questionnaires,  Management  Position  Information  forms 
and  organization  charts  and  send  this  information  to 
the  Director,  Bureau  of  Classification,  Department  of 
Personnel  Administration,  Boston,  Massachusetts  02108. 
The  Department  of  Personnel  Administration  will  issue 
a  notice  indicating  the  management  levels  at  which 
these  positions  can  be  established,  as  determined  by  the 
job  evaluation  process.  (See  Department  of  Personnel 
Administration  Instruction  MS006). 
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4.   Assign  position  numbers,  using  the  next  number  in 
sequence  in  the  account.  Never  use  the  same  number 
twice  in  the  same  account,  even  if  a  position  has  been 
deleted.  "Therefore,  if  you  are  adding  a  position  at  a 
different  title  to  replace  a  position  in  a  title  no 
longer  needed,  assign  a  new  number. 

a.  First  use  numbers  09000-09999. 

b.  If  the  09000  numbers  have  all  been  assigned,  use 
08000-08999. 

c.  If  all  08000  numbers  have  been  assigned,  use 
07000-07999. 

d.  If  all  07000  numbers  have  been  assigned,  use 
06000-06999,  if  these  are  not  used  as  permanent 
position  mumbers  in  your  agency. 

e.  If  all  06000  numbers  have  been  assigned,  or  if  06000 
numbers  are  permanent  in  your  agency,  use  K9001- 
K9999,  etc. 

C.    Prepare  a  Federal  Temporary  Position  Notice.  A  sample  of  this 
form  is  attached.  On  this  form,  list  all  federal  temporary 
positions  being  established,  include  a  brief  statement  explaining 
the  reason  for  their  establishment,  and  list  all  positions  being 
deleted. 

1.   Fill  in  all  required  information  in  the  appropriate  spaces 
as  follows: 

a.  Date  of  notice. 

b.  Account  name(s)  and  Account  number(s). 

c.  Number  of  positions  established. 

d.  Official  payroll  title(s).  (Two  lines  are  provided.) 

e.  Payroll  title  code(s). 

f .  Effective  date. 

g.  Ending  date.  Use  01-01-99  for  positions  with 
indefinite  ending  dates. 

h.  Position  number(s). 

i.  Reason  for  establishing  position(s). 

j.  Account  name(s)  and  Account  number(s). 

k.  Position  number(s). 

1.  Official  payroll  title(s). 

m.  Payroll  title  code(s). 

n.  Ending  date  of  deleted  position(s). 

o.  Signature  of  appointing  authority. 
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2.   Make  three  copies  of  the  Federal  Temporary  Position  Notice. 
Retain  one  copy  for  your  files,  and  send  two  copies  to: 

Director,  Bureau  of  Classification 
Department  of  Personnel  Administration 
One  Ashburton  Place 
Boston,  Massachusetts  02108 

a.  The  Bureau  of  Classification  will  forward  one  copy 
of  the  Federal  Temporary  Position  Notice  to  the 
Personnel  Data  Processing  Coordinator,  Department  of 
Personnel  Administration. 

b.  The  Bureau  of  Classification  will,  on  a  quarterly 
basis,  distribute  a  compilation  of  the  submitted  Federal 
Temporary  Position  Notices  to  the  Budget  Bureau  and 

the  Legislative  Committees  on  Ways  and  Means,  for 
informational  purposes. 

D.  File  one  copy  of  the  Federal  Temporary  Position  Notice,  the 
organization  chart,  the  federal  grant  notice,  and  the  position 
descriptions  for  auditing  by  the  Department  of  Personnel 
Administration.  Federal  Temporary  Position  Notices  should  be 
filed  chronologically.  Organization  charts  showing  the  new 
positions,  federal  grant  notices  and  the  position  descriptions 
should  be  filed  by  account  number,  then  by  position  number 
within  the  appropriate  notice  file.  The  audit  will  be  con- 
cerned with  the  following: 

1.  Proper  classification  of  positions  established, 
including  equitable  relationships  between  these  posi- 
tions and  other  positions  in  your  agency. 

2.  Compliance  with  procedural  and  legal  requirements. 

E.  Adjust  your  agency  account  records  and  organization  chart  to 
reflect  the  new  or  deleted  positions. 

F.  Follow  standard  procedures  to  make  appointments  to  these  new 
positions . 
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IV.  Form: 


A  sample  of  the  Federal  Temporary  Position  Notice  is  attached, 


-6- 
SAMPLE 
(Use  Agency  Letterhead) 

(a)  (Date) 

Federal  Temporary  Position  Notice 


Director,  Bureau  of  Classification 
Department  of  Personnel  Administration 
One  Ashburton  Place 
Boston,  Massachusetts  02108 


Dear  Sir: 


You  are  hereby  notified  of  the  establishment  of  the  following 
federal  temporary  positions  in  conformance  with  G.  L.  Chapter  30, 
Section  45.  Federal  funds  are  available  in  full  for  these  positions. 
The  duties  and  responsibilities  of  these  positions  are  consistent 
with  those  on  the  specifications  for  their  classfications. 

Account  Name  No.  of      Official  Payroll   Payroll 

Account  No.   Positions       Title Title  Code  Effective  Dates 

(b)        (c)  (d)  (e) 


(f) 

to   (g) 

Pos# 

(h) 

to 

Pos.# 

to 

Pos.# 

to 

Pos.# 

to 

Pos.# 
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These  positions  were  established  to: 

(i) 


The  following  federal  temporary  positions  have  been  deleted: 

Account  Name         Official  Payroll   Payroll 

Account  No.    Pos.#      Title Title  Code   Ending  Date 

(J)        (k)         (1)  (m)         (n) 


Sincerely, 

(o) 
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EMERGENCY  APPOINTMENTS 


I.    Definition: 


An  emergency  appointment  is  a  30-day  appointment,  at  the 
minimum  salary  rate  for  the  position  title,  to  a  vacant  permanent 
or  temporary  position.  This  provision  allows  agencies  to  obtain 
staff  needed  to  meet  unforeseen  emergencies. 

Emergency  appointments  are  exempt  from  Chapter  31  to  avoid 
delays  in  obtaining  emergency  staff  that  might  result  from  the 
normal  appointment  process.  Because  of  this  exemption,  the  dura- 
tion of  such  appointments  is  limited  to  30  working  days  within  a 
sixty-day  calendar  period,  after  which  another  30  days  may  be 
worked.  Emergency  appointments  may  not  be  extended  beyond  this 
second  30-day  period  except  in  circumstances  described  in  Chapter 
31,  Sections  31  and  32. 

If  no  vacant  permanent  or  temporary  positions  exist,  the 
procedure  for  establishing  excess  quota  positions  must  be  used 
instead  of  this  procedure. 

II.  Legal  References: 

A.  Chapter  31,  Sections  31  and  32  M.G.L. 

B.  Appropriate  Sections  of  the  current  Appropriation  Act. 

III.  Summary  of  Procedure: 

DESCRIPTION  OF  PROCEDURE 

A.    Prepare  an  Emergency  Appointment  Justification  Record  (see 

attached  sample)  with  required  information  in  the  appropriate 
spaces  as  follows: 

1.  Account  number. 

2.  Indicate  source  of  funds  by  a  check  (/)  in  the 
appropriate  space. 

3.  Indicate  position  number  of  vacant  state  or 
federal  position  used. 

4.  Official  payroll  title  used  for  emergency  position. 

5.  Name  of  individual  receiving  30-day  appointment. 

6.  Effective  dates  of  30-day  appointment. 

7.  Dates  of  extension,  if  any. 

8.  Describe  the  nature  of  the  emergency,  including 
type  of  work  to  be  performed  and  consequences  of 
not  obtaining  emergency  staff. 

9.  A  brief  description  of  the  duties  to  be  performed. 
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B.  Alter  the  standard  appointment  procedure  for  the  PMIS  system 
by  adding  in  the  comments  field  of  the  appointment  screen 
"30  Day  Emergency  Appointment." 

C.  Retain  the  Emergency  Appointment  Justification  Record  in 
your  files  for  audit  by  the  Department  of  Personnel 
Administration.  Piles  on  emergency  appointments  should  be 
by  account  number  and  effective  date.  The  audit  will  cover: 

1.  Compliance  with  laws,  rules,  and  regulations  concerning 
funding  sources  and  emergency  restrictions. 

2.  Use  of  appropriate  classification  title  for  the  work 
to  be  performed. 
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IV.  Forms : 


A  sample  of  the  following  form  Is  attached: 

A.    Bnergency  Appointment  Justification  Record, 


-12 
EMERGENCY  APPOINTMENT  JUSTIFICATION  RECORD 


Account  No: 

Source  of  Funds: 

J  Vacant  State -funded  Position  No: 

J  Vacant  Federally-funded  Position  No: 

Official  Payroll  Title: 

Name  of  Appointee: 

Effective  Dates:  to 

Dates  of  Extension,  if  any:  to 

Justification  for  emergency  appointment: 


Brief  summary  of  job  duties: 
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ESTABLISHMENT  OF  SICK  LEAVE  (RULE  LS-18)  POSITIONS 

I.  Definition: 

A  sick  leave  position  is  a  type  of  excess  quota  position 
established  for  the  temporary  promotion  of  an  employee  performing 
for  30  or  more  calendar  days  the  duties  of  a  higher-level  position 
whose  incumbent  is  on  paid  sick  leave.  Since  the  incumbent  of  the 
hi^ier  level  position  is  still  being  paid  the  salary  of  that  posi- 
tion while  on  sick  leave,  the  employee  performing  the  incumbent's 
duties  cannot  be  promoted  into  the  higher  level  position.  Such 
action  would  result  in  two  employees  being  paid  the  salary  of  a 
single  position  at  the  same  time.  Therefore,  a  new  position  must 
be  established  for  the  promotion.  This  option  may  not  be  used  if: 

A.  The  incumbent  of  the  higher-level  position  is  on  sick  leave 
without  pay. 

B.  The  incumbent  of  the  higher-level  position  is  on  vacation 
leave. 

C.  The  incumbent  of  the  higher-level  position  does  not  have 
sufficient  sick  leave  credits  to  cover  the  rninimum  30  calendar 
day  period. 

D.  The  incumbent  of  the  higher  level  position  is  on  industrial 
accident  leave  due  to  the  violence  of  patients  or  inmates. 

Once  the  employee  has  been  performing  the  duties  of  the 
hi^ier-level  position  for  at  least  30  calendar  days,  he  or  she 
shall  be  appointed  retroactively  to  the  sick  leave  position  as  of 
the  first  day  he  or  she  was  assigned  such  duties,  but  not  more 
than  60  days  preceding  the  date  the  agency  enters  the  appointment 
onto  P.M.I.S.  to  fill  the  sick  leave  position.  Furthermore, 
the  sick  leave  position  cannot  be  established  prior  to  the  date 
the  incumbent  of  the  higher  position's  paid  sick  leave  began  and 
cannot  extend  past  the  date  that  incumbent  returns  to  work  or  has 
exhausted  his  or  her  sick  leave  credits  or  vacation  leave  used  for 
sick  leave  purposes.  The  appointment  to  the  sick  leave  position 
must  comply  with  civil  service  law.  Sick  leave  positions  may  be 
extended  to  the  next  fiscal  year  using  the  same  position  number. 

II.   Legal  References: 

A.  Chapter  30,  Section  24B,  M.G.L. 

B.  Rule  LS-18,  Red  Book. 

C.  Rule  #7a,  b,  c,  Gray  Book. 

D.  Excess  quota  provisions  of  the  current  Appropriation  Act. 

E.  Provisions  of  pertinent  collective  bargaining 
agreement . 


1 
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III.  Sunmary  of  Procedure: 

DESCRIPTION  OF  PROCEDURE 

A.  Assign  a  position  number  for  the  sick  leave  position,  using 
the  next  available  sick  leave  number  in  the  appropriation 
account.  Sick  leave  numbers  consist  of  5  digits  beginning 
with  the  letter  "S".  They  are  numbered  in  sequence  S0001, 
S0002,  etc. 

B.  Prepare  required  documentation  including: 

1.   An  LS-18  record.  A  copy  of  this  form  is  attached. 
Enter  all  required  information  in  the  appropriate 
spaces  as  follows: 

a.  Name  of  incumbent  on  paid  sick  leave. 

b.  Account  number  from  which  incumbent  on  sick  leave 
is  paid. 

c.  Position  number  from  which  incumbent  on  sick 
leave  is  paid. 

d.  Date  incumbent's  paid  sick  leave  began. 

e.  Last  date  of  incumbent's  paid  sick  leave  credits  or 
vacation  leave  credits  used  for  sick  leave  purposes. 

f .  Effective  date  of  sick  leave  (LS-18)  position. 

g.  End  date  of  sick  leave  position. 

h.  Account  number  and  name  from  which  sick  leave 
position  is  funded. 

i.  Official  payroll  title  and  payroll  title  code 
number  of  the  sick  leave  position. 

j.  Position  number  of  sick  leave  position. 

k.  Signature  of  appointing  authority  and  date. 

C.    Forward  three  copies  of  the  LS-18  Record  to: 

Director,  Bureau  of  Classification, 
Department  of  Personnel  Administration 
1  Ashburton  Place 
Boston,  Massachusetts  02108 


Ct 


The  Bureau  of  Classification  will  distribute     — i 
copies  to  the  Personnel  Data  Processing  Coordinator 
x— and  the  Budget  Bureau  Director.  --^J 
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D.  Retain  one  copy  of  the  LS-18  Record  in  your  files  for  auditing 
by  the  Department  of  Personnel  Administration.  Files  on  sick 
leave  positions  should  be  by  account  number  and  position  number. 
The  audit  will  concentrate  on  compliance  with  law  and  procedure. 

E.  Adjust  your  agency  account  records  and  organization  chart  to 
include  the  sick  leave  position. 


00 
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IV.  Form: 

A  sample  of  the  following  form  is  attached: 
A.  LS-18  Record. 


LS-  18  RECORD 
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Name  of  Agency 


Position  established  during  the  leave  of  absence  with  pay  due  to  the  personal  illness  of 


from  Account  no. 
from 


,  Position  no. 


through 


Effective  dates  of  LS  -  18  position 


through 


Account  No.  and  Name 


Official  Payroll  Title  and  Payroll  Title  Code 


Position  No. 


Signature    of   Appointing 
Authority 


Date 


CHANGES  IN  STAFFING 

I.  Definition: 

A  change  in  staffing  is  a  reallocation  of  a  position  with  no 
permanent  incumbent  to  another  class  of  an  equal  or  lower  job 
group  whose  duties  and  responsibilities  are  deemed  to  be  more 
adequate  in  meeting  the  existing  program  or  service  needs  of  a 
given  agency.  The  purpose  of  this  procedure  is  to  allow  agencies 
to  adjust  their  staffing  patterns  in  response  to  increases  or 
decreases  in  unit  workloads,  technological  change,  shifts  in 
program  or  service  priorities,  new  legislation  affecting  agency 
functions,  or  other  occurrences  which  significantly  alter  the 
nature  of  work  to  be  performed. 

A  change  in  staffing  must  be  on  a  "one  to  one"  basis,  i.e., 
the  same  position  is  changed  to  another  title  of  equal  or  lower 
grade.  Therefore,  changes  in  staffing  do  not  change  the 
authorized  total  of  permanent  or  temporary  positions. 
Furthermore,  any  change  to  a  title  in  a  higher  grade  requires 
submission  of  a  budget  request  and  approval  by  the  House  and  Senate 
Committees  on  Ways  and  Means. 

Changes  in  staffing  are  used  as  a  means  of  reallocating 
state-funded  positions  to  more  appropriate  titles  in  response  to 
changes  in  long-term  agency  staffing  requirements.  Changes  in 
staffing  are  not  to  be  used  for: 

A.  The  temporary  reclassification  of  positions  due  to  short- 
term  labor  market  scarcities.  (See  In-Lieu  Appointment 
procedures  for  short-term  changes.) 

B.  Changing  the  classification  of  federally  funded  positions 
(See  Establishment  of  Federal  Temorary  Positions  procedures.) 

C.  As  a  means  of  circumventing  civil  service  lists. 
II.  Legal  References: 

Chapter  30,  Section  45,  M.G.L. 

III.  Summary  of  Procedure: 

DESCRIPTION  OF  PROCEDURE 

A.    Prepare  all  required  documentation,  including: 

1.   A  position  description  (Form  30)  reflecting  the  new 
duties  of  the  position.  (See  "How  to  Classify  a 
Position" . ) 


V. 

I 
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a.  Include  in  the  remarks  section  (or  on  additional 
sheets  if  necessary)  a  summary  of  the  changes  in 
duties  which  necessitated  the  change  of  staffing. 
Include  as  well  a  brief  synopsis  of  any  pertinent 
program  or  service  changes  that  contributed  to 
the  change  in  duties. 

b.  Once  the  position  description  is  written,  the 
agency  analyst  can  determine  an  appropriate  job 
classification.  (See  "How  to  Classify  a  Position".) 
One  copy  of  each  position  description  for  positions 
involved  in  changes  in  staffing  must  be  filed  as 
part  of  the  "change  in  staffing"  package  with 
another  copy  filed  with  the  agency's  general  position 
description  file. 

2.   A  Staffing  Change  Record  (See  attached  sample).  Staffing 
changes  affecting  more  than  one  position  may  be  combined 
on  the  same  form  if  the  old  and  new  titles,  type  of  position 
(permanent  or  temporary),  and  effective  dates  are  the  same. 
Fill  in  the  required  information  in  the  appropriate  spaces 
as  follows: 

a.  Account  number. 

b.  Indicate  by  a  check  (*/)  whether  position  is  permanent 
or  temporary. 

c.  Effective  date  of  staffing  change. 

Number  of  positions  changed. 

New  official  payroll  title. 

Old  official  payroll  title. 

Payroll  title  code  of  new  title. 

Payroll  title  code  of  old  title. 

Position  number (s).  Use  those  already  assigned. 

If  applicable,  answer  questions  1,  2,  and  3  on  form. 

Signature  of  designated  agency  analyst. 

Signature  of  the  appointing  authority. 

m.    Note  the  proviso  at  the  bottom  of  the  form,  which 
has  been  inserted  to  allow  the  Department  of 
Personnel  Administration  to  reverse  an  incorrect 
action  during  its  periodic  audit.  If  no  irregu- 
larities are  found  during  the  audit,  tenure 
rights  will  be  awarded  retroactively  to  dates 
which  would  have  applied,  thereby  protecting  each 
individual  employee's  seniority  rights. 


1 

1 
- 

b. 
c. 

d. 
e. 
f. 

g. 
h. 

i. 

J- 
k. 

1. 
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B.    Send  five  copies  of  the  Staffing  Change  Record  to: 

Director,  Bureau  of  Classification 
Department  of  Personnel  Administration 
One  Ashburton  Place 
Boston,  Massachusetts  02108 


-  ouur\  Wj2^>     I  The  Bureau  of  Classification  will  distribute  the  copies  to 


^    P  //)       tthe  Personnel  Data  Processing  Coordinator .bnd  on  a  quarterly 
\  C0?^"-  ^ .'.  -ULrti<v\  basis  to  the  Committees  on  Ways  and  Means  and  the  Budget  Bureau. 

C.  Retain  one  copy  of  the  Staffing  Change  Record  and  new  and  old 
position  descriptions  in  your  files  for  auditing.  Staffing 
Change  Records  should  be  filed  by  account  number  and  title. 
The  audit  will  concentrate  on  the  following  in  addition  to 
procedural  requirements: 

1.  Since  the  main  purpose  of  a  change  in  staffing  is  to 
properly  classify  a  position  whose  duties  are  no  longer 
appropriate  for  the  current  position  title,  the  review 
will  be  concerned  primarily  with  proper  classification. 

2.  Ihe  Department  of  Personnel  Administration  has  delegated 
the  approval  of  changes  in  staffing  to  the  line  agencies 
as  a  means  of  ensuring  greater  flexibility  in  promptly 
adjusting  to  changes  in  staffing  needs.  Ihe  Department, 
through  its  auditing  procedures,  will  remain  watchful 
against  abuses  in  this  mechanism  with  particular  emphasis 
on  detecting  patterns  of  using  changes  in  staffing  as  a 
means  of  circumventing  civil  service  lists.  Discontinuing 
use  of  a  title  for  which  a  list  exists  to  establish  a  title 
for  which  a  list  does  not  exist  will  bear  close  scrutiny. 
Agency  analysts  should  take  particular  care  in  addressing 
the  justification  portion  of  position  descriptions  and  in 
answering  questions  1  through  3  on  Staffing  Change  Records 
in  such  situations. 

D.  Adjust  your  agency  account  records  and  your  organization  chart 
to  reflect  the  staffing  changes. 

E.  Follow  standard  procedures  to  make  appointments  to  these 
positions. 
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IV.  Form: 


A  sample  of  the  following  form  is  attached: 
A.  Staffing  Change  Record. 


STAFFING  CHANGE  RECORD  -24- 


Agency 


Account  No. LJPermanent  _JTemporary  Effective  Date 

Establish  Discontinue 


Position  No. 


Answer  questions  I  -  3  if  there  was  a  civil  service  list  in  effect  for  the  discontinued  title  on  the'effective  date  of  this 
staffing  change. 

I.  Why  is  the  old  title  no  longer  needed  for  this  position? 


2.  Will  the  agency  need  another  position  in  the  old  title  within  the  next  12  months?   | |Yes        JNo.    If  yes,  explain 

why  a  staffing  change  was  made  when  there  will  be  a  need  for  the  discontinued  title. 


3.  Why  was  this  position  changed?    Was  there  another  vacancy  that  could  have  been  used  for  which  there  was  no  civil 
service  list? 


I  certify  that  any  appointee  to  this  position  has  been  informed  that  no  tenure  rights  based  on  satisfactory 

completion  of  the  probationary  period  may  be  granted  until  the  Department  of  Personnel  Administration  has  completed 
its  current  cycle  of  auditing  personnel  actions  for  this  agency. 


SIGNATURE  OF  AGENCY  PERSONNEL  ANALYST 


Signature  of  Appointing  Authority 
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IN-LIEU  APPOINTMENTS 


I.  Definition: 


An  in-lieu  appointment  is  a  method  of  filling  a  position 
using  a  class  title  other  than  that  which  is  authorized  for  a 
particular  position.  The  "in-lieu"  title  must  be  of  an  equal  or 
lower  job  group.  Managerial  titles  may  not  be  filled  in  lieu  with 
other  managerial  titles,  nor  may  they  be  filled  in  lieu  with  non- 
managerial  titles;  non-managerial  titles  may  not  be  filled  in-lieu 
with  managerial  titles. 

In-lieu  appointments  have  historically  been  authorized  most 
often  on  a  temporary  basis,  not  exceeding  12  months,  to  assist 
agencies  in  filling  positions  at  a  lower  job  group  than  authorized, 
when  it  has  become  impossible  to  fill  positions  using  the  authorized 
class  title  due  to  either  labor  market  scarcity  or  insufficient 
availability  of  funds.  In-lieu  appointments  have  also  been 
authorized  on  a  temporary  basis  when  there  is  justification  to 
perform  a  change  in  staffing  for  an  authorized  position,  but  such 
action  is  precluded  because  an  employee  who  holds  permanent  rights 
to  the  position  has  been  appointed  or  promoted  on  a  temporary  or 
provisional  basis  to  another  position  in  the  agency. 

In  certain  exceptional  circumstances  authorized  positions 
have  been  filled  "in-lieu"  on  a  permanent  basis. 

II.  Legal  References: 

Personnel  Memorandum  76-32,  September  16,  1976. 

III.  Summary  of  Procedure: 

DESCRIPTION  OF  PROCEDURE 

A.  Prepare  a- position  description  (Form  30)  covering  the  new 
duties  of  the  position  which  will  be  performed  in  the  in- 
lieu  title.  Attach  a  copy  of  the  original  position  descrip- 
tion showing  the  duties  which  were  performed  in  the 
authorized  title. 

B.  Prepare  the  following  documentation: 

1.   Complete  one  copy  of  an  In-Lieu  Appointment  Record  (see 
attached  sample),  filling  in  all  required  information 
in  the  appropriate  spaces. 

a.  Account  number. 

b.  Position  number. 

c.  Indicate  by  a  check  (/)  whether  in-lieu  appoint- 
ment is  permanent  or  temporary. 

d.  Effective  dates  of  in-lieu  appointment. 

e.  Payroll  title  code  number  for  authorized  position 
title. 

f .  Official  payroll  title  of  authorized  position. 


-26- 
g.    Payroll  title  code  number  of  in-lieu  title, 
h.    In-Lieu  official  payroll  title. 

i.    Indicate  by  a  check  (</)  the  reason  for  in-lieu 
appointment . 

j.    1)  Account  number  and  2)  Position  number  to  which 
permanent  incumbent  is  currently  assigned. 

k.    Explain  justification  if  "other"  is  checked. 

1.    If  applicable,  answer  questions  1,  2  and  3  on  form. 

m.    Signature  of  agency  personnel  analyst. 

C.  If  both  the  authorized  position  title  and  the  in-lieu 
position  title  are  non-civil  service  titles,  process  the 
action  on  the  PMIS  system. 

NOTE:  There  is  an  edit  on  the  PMIS  system  which  will  not 

allow  the  processing  of  in-lieu  appointments  between 
civil  service  and  non-civil  service  position  titles 
by  the  agencies. 

D.  If  the  authorized  title,  the  in-lieu  title  or  both  titles 
are  civil  service  position  titles,  forward  one  copy  of  the 
In-Lieu  Appointment  Record  to  the  Personnel  Data  Processing 
Coordinator,  Department  of  Personnel  Administration, 

One  Ashburton  Place,  Boston,  Massachusetts  02108,  who  will 
make  the  appropriate  modifications  on  the  PMIS  system. 
(See  El,  2  and  4  below.) 

E.  Retain  the  In-Lieu  Appointment  Record  and  old  and  new  position 
descriptions  in  your  files.  In-Lieu  files  should  be  by 
appropriation  number  and  position  number,  for  audit  by  the 
Department  of  Personnel  Administration.  Ihis  audit  will 
concentrate  on  the  appropriateness  of  the  in-lieu  appointment 
and  compliance  with  procedure.  Exceptions  to  the  following 
requirements  will  be  allowed  only  on  a  case  by  case  basis  in 
unusual  circumstances. 

1.  Positions  must  not  be  filled  in-lieu  if  a  civil  service 
list  exists  for  the  class  title  of  the  authorized  position. 

2.  If  a  civil  service  list  exists  for  the  in-lieu  title, 
it  must  be  used. 

3.  If  a  position  is  filled  in-lieu  for  more  than  twelve 
months,  a  permanent  change  of  staffing  should  be  made. 

4.  If  the  authorized  position  is  a  non-civil  service  position 
or  an  exempt  position,  the  in-lieu  title  may  not  be  a 
civil  service  position,  and  vice-versa. 

P.    Adjust  your  agency  account  records  and  organization  chart  to 
reflect  changes. 

G.    Follow  standard  procedures  to  make  appointments  to  these  positions. 
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IV.  Form: 

A  sample  of  the  following  form  is  attached: 
A.  In-Lieu  Appointment  Record. 


-..  -29- 

IN-LIEU  APPOINTMENT  RECORD 

Account  No. Authorized  Payroll  Title  Code 

Position  No.  Authorized  Title 


I IPerm.  | |Temp.  In  -  lieu  Payroll  Title  Code 

From  to  In-lieu  Title 


Reason  (check  one): 

I I  No  applicants  available  for  authorized  title. 

L_J  Insufficient  funds  to  pay  at  authorized  title  level. 

I }Change  in  duties.    Incumbent  permanent  in:   Account  No. Position  No. 

I | Position  reallocated.    Protecting  incumbent's  rights  to  former  title. 

I I  Other  (explain): 


Answer  questions  I  -  3  if  there  was  a  civil  service  list  for  the  authorized  title  in  effect  at  the  time  of  the  in-lieu  appoint- 
ment or  if  one  became  effective  during  the  in-lieu  appointment  period. 

I.    Why  is  the  authorized  title  no  longer  needed  for  this  position? 


2.    Will  the  agency  need  another  position  in  the  authorized  title  before  the  ending  date  of  the  in-lieu  appointment? 
jYes  [  J  No     If  yes,  explain  why  the  appointment  was  made  when  there  will  a  need  for  the  authorized  title. 


3.    Why  was  this  position  used?     Was  another  vacancy  available  for  this  appointment  for  which  there  was  no  civil  list? 


SIGNATURE  OF  AGENCY  PERSONNEL  ANALYST 
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PR0FESSI0NAL  RECRUITMENT  RATES 

I.  Definition: 

A  professional  recruitment  is  the  hiring  of  an  individual 
into  a  position  in  a  class  previously  designated  as  professional 
at  a  rate  above  the  minimum  for  that  class.  This  permits  agencies 
having  difficulty  recruiting  qualified  professionals  to  offer 
salaries  comparable  to  current  market  rates  and  to  compensate  such 
professionals  for  experience  acquired  outside  state  service. 

An  individual  must  meet  the  following  criteria  in  order  to  be 
considered  for  a  professional  recruitment  rate: 

A.  Must  have  experience  comparable  to  the  duties  of  the  class 
into  which  he  or  she  is  recruited  and  which  is  beyond  the 
minimum  entrance  requirements  for  that  class. 

B.  Must  have  the  same  amount  of  such  comparable  experience  that 
would  have  been  required  to  obtain  the  recruitment  rate  had 
such  experience  been  entirely  in  the  service  of  the 
Commonwealth. 

C.  Must  not  have  been  employed  by,  and  received  compensation 
from,  the  Commonwealth  as  either  an  employee  or  as  a  consultant 
with  a  personal  service  contract  during  the  twelve  months 
immediately  preceding  the  date  of  the  recruitment. 

Recruitment  into  a  class  not  previously  designated  as 
professional  requires  a  request  through  the  agency's  Executive  Office 
Secretary  to  the  Personnel  Administrator  for  addition  of  the  class 
to  the  schedule  of  professional  classes.  The  Personnel  Administrator's 
recommendations  for  such  additions  are  subject  to  approval  by  the 
Secretary  of  Administration.  Recruitments  in  these  cases  may  not  be 
made  prior  to  such  approval  by  the  Secretary  of  Administration. 

II.  Legal  References: 

A.  Ch.  30,  S.  46,  P.  5A,  M.G.L. 

B.  Schedule  of  classes  designated  as  professional. 

C.  Memorandum  of  February  6,  1975. 

III.  Summary  of  Procedure: 

DESCRIPTION  OF  PROCEDURE 

A.    Prepare  all  required  documentation,  including: 

1.   A  statement  signed  by  the  individual  to  be  recruited 
that  he  or  she  has  not  been  employed  by  the 
Commonwealth  during  the  preceding  twelve  months  as 
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either  an  employee  or  a  consultant  and  that  he  or  she 
understands  that  the  rate  of  pay  is  subject  to  audit  by 
the  Department  of  Personnel  Administration  and  may 
therefore  be  subject  to  change. 

2.   Two  copies  of  Form  40,  Request  for  Provisional  Appointment, 

a.  Obtain  from  the  individual  being  recruited  all 
required  information,  paying  particular  attention 
to  those  portions  of  the  individual's  training, 
experience,  licensure,  and  certification  which 
meet  the  minimum  entrance  requirements  for  the 
class  and  those  which  demonstrate  experience 
beyond  the  niinimum  entrance  requirements.  Be 
precise  in  describing  fields  of  study,  degrees 
and/or  credit  hours  received,  the  kinds  of  duties 
performed  in  previous  work  experience,  and  the 
exact  dates  of  each  period  of  employment  listed. 

b.  Review  all  training  and  experience  beyond  the 
minimum  entrance  requirements  and  determine  how 
much  is  comparable  to  the  duties  of  the  position 
into  which  the  individual  is  being  recruited. 

(1)    Experience  must  be  both  in  the  same  type  of 
work  and  at  the  same  level  of  responsibility 
or  expertise.  Examples  of  experience  which 
could  not  be  considered  comparable  are: 

(a)  Experience  as  a  Licensed  Practical  Nurse 
is  not  comparable  to  experience  as  a 
Registered  Nurse. 

(b)  Non-supervisory  experience  is  not  com- 
parable to  supervisory  experience. 

(2)  For  each  period  of  employment  used  as  com- 
parable service,  determine  the  exact  length 
of  such  service.  Fractions  of  full  years 
should  be  counted  by  the  number  of  weeks 
worked.  Add  the  total  amount  of  all  such 
experience.  One  year  equals  52  weeks. 

(3)  Based  on  the  total  number  of  years  of  com- 
parable service  and  the  pay  schedule 
appropriate  for  the  position,  determine  the 
rate  of  pay  which  would  apply  had  all  com- 
parable experience  been  in  the  service  of 
the  Commonwealth. 
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3.  Three  copies  of  Form  AF-10,  Request  for  Professional 
Recruitment. 

a.  Fill  in  all  required  information,  basing  the 
rate  of  pay  and  years  of  comparable  service  on 
the  calculations  you  made  in  reviewing  the  Form 
40. 

b.  Note  that  the  appointing  authority  must  certify 

that: 

(1)  The  individual  has  filed  a  statement  that 
he  or  she  has  not  been  employed  by  the 
Commonwealth  for  the  preceding  twelve 
months . 

(2)  The  individual  has  sufficient  comparable 
experience  to  qualify  for  the  rate 
requested. 

(3)  Sufficient  funds  are  available  to  pay  for 
the  recruitment  rate. 

(4)  The  individual  has  been  informed  that  the 
recruitment  rate  is  subject  to  audit  and 
change  by  the  Department  of  Personnel 
Administration. 

4.  Retain  one  copy  of  the  Form  40,  one  copy  of  the  Form 
AF-10,  and  the  applicant's  statement  in  your  files  for 
audit  by  the  Department  of  Personnel  Administration. 
Files  on  professional  recruitment  rates  should  be  by 
appropriation  number,  and  title.  The  audit  by  the 
Department  of  Personnel  Administration  will  address  the 
same  considerations  cited  above  as  the  basis  for  approval 
by  your  Executive  Office  Secretary.  The  audit  will  also 
be  used  to  obtain  information  on  a  statewide  basis  on 
classes  for  which  state  agencies  are  having  recruitment 
problems  and  which  may  require  a  job  analysis  study  to 
try  to  resolve  these  problems. 

B.  Forward  one  copy  of  the  Form  40,  and  two  copies  of  the  Form 
AF-10  to  your  Executive  Office  Secretary  (or  your  Agency  Head 
if  your  agency  is  not  assigned  to  an  executive  office).  The 
Secretary  (or  Agency  Head)  will  approve  the  recruitment  rate  if: 

1.  The  position  title  has  been  designated  as  professional 
by  the  Secretary  of  Administration. 

2.  The  conditions  listed  on  Form  AF-10  have  been  satisfied. 

3.  Experience  used  as  comparable  experience  is  sufficient 
to  qualify  for  the  rate  requested. 

C.  Upon  approval,  the  Secretary  will  return  one  approved  copy 
of  Form  AF-10  to  the  agency  for  routine  processing. 
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IV.  Forms: 

Samples  of  the  following  forms  are  attached: 

A.  Form  AF-10,  Professional  Recruitment  Request. 

B.  Form  40,  Request  for  Provisional  Appointment. 


The  Commonwealth  of  Massachusetts 
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PROFESSIONAL  RECRUITMENT  REQUEST 


Form  AF-IO 


6/77 


..i.  UC  Y    N  AMC 


;.  .-Ht.OPHlAT  ION    ACCOUNT    NO. 


O  IV  IS  ION 


ACLNf  Y  SLQUENCE  NO. 


UATE    PREPARED 


SOUHCt  OF  FUNOS 

J |STATE  JFEO 


ERAL 


TO    _  _. 

l,i  .icco-lancc  with  the  provisions  of  Chapter  30.  Section  6  (SA)  of  the  General  Laws.  I  am  requesting  a  professional 
recruitment  rate  for  the  following: 


»MC   OF    APPLICANT   (LAST,  FIRST,  MlOOLEl 


•O'.il  "Oil   NO. 


REQUlSlT  ION   NO. 


GRAOL 


STEP 


^     n"  of  license 


STATE 


SQCIA  L  SECURlT  Y  NO. 

RATE 
S 


r-OSIT  ION  T  ITLE 


ON  F  iL  E> 


Q»esQ.o 


NO.  YRS   OF 

COMI'AHAQLE 
E  X  PER  IE  MCE: 


APPLICANT   IS 


LlCENSEO  JCERTlFiEO  (REGISTERED 


UIC,  CERT., 
OR  REG.  NO: 


PRIOR  STATE  SERVICE: 

I   certify  that  I  have  received  from  the  above  named  applicant  a  statement  assuring  that  the  applicant  has  not  been  employed 
by  the  Commonwealth  of  Massachusetts  or  held  a  Personal  Services  Contract  with  the  Commonwealth  within  the  twelve  month 
period  immediately  prior  to  the  effective  date  of  the  proposed  recruitment  , _ 

STATEMENT  ON  FlLEt     | JyES         | JnO 

COMPARABLE  EXPERIENCE: 
cctify  that  the  applicant's  signed  resume  shows  that  the  applicant  has  been  satisfactorily  employed  in  a  comparable  posit- 
u'i  or  positions  outside  the  service  of  the  Commonwealth  for  the  period  of  time  required  by  the  general  salary  schedule. 

RESUME  FORM  40  ATTACHED  »    [ JYES        | |NO 

SUFFICIENT  FUNDS: 
I  certify  that  sufficient  funds  are  available  in  the  aforementioned  account  to  pay  for  this  requested  rate. 

RATE  SUBJECT  TO  REVIEW 

I  certify  that  the  applicant  has  been  informed  that  the  requested  rate  is 
subject  to  change  by  the  Department  of  Personnel  Administration  based  on  its 
audit  of  delegated  personnel  actions  in  this  agency. 


ppoinTing  authority  Signature 


T  IT  LL 


OATE 


AOLNCY  HEAD  (WHEN  REQUIRED) 


TITLE 


DATE 


RECRUITMENT  KATE     LJAPPROVED 


a 


□n 


OT  APPROVED  -  Reason: 


■  ecretarvs  signature 


EXECUTIVE,  OFFICE 


OATE 


REQUEST  FOR  PROVISIONAL  APPGfNTMENT.  Form  40 
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POSITION   TITLE   AND  CODE 


NAME   OF    PROPOSED   APPOINTEE 


ZJUlSITlON   NUMBER 


DATE  OF   REQUISITION        I  POSITION   NO 


CITY  OR  TOWN 


DEPARTMENT 


DATE  PREPARED 


DIVISION 


EDUCATION:    Name  &  Location  of  School 


PROPOSED  APPOINTEE'S  QUALIFICATIONS 


ELEMENTARY 


JUNIOR   HIGH 


SENIOR   HIGH 


COLLEGE 


GRADUATE  SCHOOL 


OTHER  TRAINING,  SCHOOLS.  COURSES.  ETC: 


NAME  OR   CLASS  OF    ANY  CERTIFICATE, 
LICENSE   OR   RATING    YOU   MAY    HOLD: 


Did  you  graduate? 


MAJOR  SUBJECT 


Kind  of  course  or  curricula,  if  selective 


SEMESTER 
HOURS 


DEGREE  RECEIVED    DAY  OR  EVE 


CERTIFICATE  OR 
OTHER  EVIDENCE 
OF  COMPLETION 


OTHER  SKILLS.  TALENTS.  PROF  ICIENCIES.   ETC.  WHICH  MAY  BE   APPLICABLE  TO  THIS   POSITION: 


EXPERIENCE 


TITLE  OF    YOUR   PRESENT   OR   MOST   RECENT   POSITION:         NAME   AND  ADDRESS    OF  EMPLOYER: 


KIND  OF    BUSINESS 


PERIOD  EMPLOYED 

FROM  TO 


NUMBER   AND    KIND  OF    EMPLOYEES  SUPERVISED  BY  YOU.  IF    ANY 


SALARY  OR  WAGE 

STARTING  PER  FINAL 


DESCRIPTION  OF   YOUR  DUTIES: 


TITLE  OF   NEXT   PREVIOUS   POSITION: 


KIND  OF    BUSINESS 


NAME  AND  ADDRESS  OF  EMPLOYER: 


PERIOD  EMPLOYED 

FROM         TO 


NUMBER   AND   KINO  OF   EMPLOYEES  SUPERVISED  BY  YOU.  IF    ANY: 


SALARY  OR  WAGE 
STARTING         PER 


F  IN  AL 


ASCRIPTION   OF    YOUR  DUTIES: 


Dates  Attended 


FROM 


TO 


CERTIFICATE 
OR  LITNSE   NO. 


LJFULLTIME  ]]PART    TlMf 


LJfuLLTiME        LJparT   TlMf 


-ommonwealth  of  Massachusetts 

X1M-3-76-1 29899 


Department  ot  Personnel  Administration 


(over) 


TITLE  OF    NEXT    PREVIOUS  POSITION 

NAME  &   ADDRESS  OF  EMPLOYER 

KINO  OF   BUSINESS 

PERIOD  EMPLOYED 

FROM                          TO 

SALARY  OR  WAGE 

STARTING            PER           FINAL 

I       IFULL       1       [PART 
S                                                          s                                        i ITIME       1 ITIME 

NUMBER  AND  KINO  OF  EMPLOYEES  SUPERVISED  BY   YOU.  IF  ANY 

DESCRIPTION  OF   YOUR  DUTIES: 

• 

* 

TITLE  OF   NEXT   PREVIOUS  POSITION 

NAMC"  4   ADDRESS  OF  EMPLOYER 

KINO  OF   BUSINESS 

PERIOD  EMPLOYED 

FROM                          TO 

SALARY  OR  WAGE 

STARTING               PER           FINAL 

1        IFULL       | IPART 

I ITIME        ! ITIME 

S                                                . ,     5    . 

-. 
NUMBER   ANO   KIND  OF   EMPLOYEES  SUPERVISED  BY   YOU.   IF    ANY 

DESCRIPTION  OF  YOUR  DUTIES: 

riTLE  OF  NEXT  PREVIOUS  POSITION 

1 

NAMf  A  ADDRESS  OF  EMPLOYER 

KIND  OF  BUSINESS 

PERIOD  EMPLOYED 

FROM                          TO 

SALARY  OR  WAGE 

STARTING              PER           FINAL 

1       IFULL       1 [PART 

*                                                _    S                                     1 Itime        L.    'TIME 

NUMBER  AND  KIND  OF   EMPLOYEES  SUPERVISED  BY  YOU,  IF   ANY: 

DESCRIPTION  OF  YOUR  DUTIES 

Note:     Before   this   request    is   processed,    a  descripi 

position,    preferably   on   the   Position  Description 

CERTIFICATION: 

1  hereby  certify  that  in  my  opinion  the  qualifications  of  the  above  n 

the  requirements  for  this  position. 

Signature  of  appointing  authority 

SECRETARY'S  APPROVAL  (for  state  government  positions  only): 

Signaniri.  nf  ^eretary                                                                                          Se 

tion  of   the   required   qualifications    for   the 
FORM   30,    must  be   on   file  within   the   agency. 

amed  proposed  appointee,  as  substantiated  herein,  meet 
Title 

cretanat                                                                                         _       ,.    . 

-38- 
"03"  (CONSULTANT)  CONTRACT  RATES 


I.    Definition: 


A  consultant  is  a  non-employee  of  the  Commonwealth  who 
provides  advice  or  service  within  his  or  her  field  of  expertise 
and  whose  compensation  is  payable  from  the  "03"  subsidiary 
account.  Through  the  use  of  consultants,  agencies  may  obtain 
advice  or  service  which  agency  employees  do  not  normally  provide 
or  for  which  they  are  unavailable. 

Consultant  services  are  paid  on  a  contractual  basis,  a 
contract  being  defined  as  a  legally  enforceable  agreement  for  the 
provision  of  services  by  a  contractor  in  consideration  of 
compensation  to  be  paid  by  the  Commonwealth  and  which  is  executed 
in  the  name  of  the  Commonwealth  by  an  agency  thereof.  Two  kinds 
of  contracts  are  used: 

A.  A  product  contract  provides  for  the  production  of  one  or 
more  discrete,  self-contained  products  specifically  identified 
in  the  contract,  such  as  systems,  reports,  plans,  designs, 
training  programs,  or  medical  procedures,  and  which  is  not 
defined  in  terms  of  the  actual  number  of  work  hours  required 
to  produce  it. 

B.  A  personal  service  contract  is  a  contract  for  services  other 
than  products  as  defined  above. 

Past  regulations  clearly  indicate  that  the  use  of  consultants 
is  intended  to  provide  agencies  with  a  means  of  obtaining  those 
services  for  which  the  establishment  of  regular  "01"  or  "02"  posi- 
tions would  be  impractical  or  not  feasible,  but  not  for  the  pur- 
pose of  circumventing  the  salary  ranges  established  for  "01"  or 
"02"  positions.  Therefore: 

A.  Contracts  with  individuals  are  usually  restricted  to  one 
year. 

B.  Contracts  with  individuals,  with  certain  exceptions,  may  not 
include  state  employees'  group  insurance,  compensation  for 
vacation  or  sick  leave,  or  inclusion  in  the  retirement 
systems . 

C.  Contractors  are  prohibited  by  statute  from  directly  or 
indirectly  supervising  employees  of  the  Commonwealth. 

D.  Individual  consultants  who  provided  contractual  services 
during  the  previous  12  months  are  prohibited  from  receiving 
recruitment  rates  upon  being  hired  into  regular  "01"  or  "02" 
positions . 

II.  Legal  References: 

A.  Chapter  29,  Section  29. 

B.  Administrative  Bulletin  82-1. 
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III.  Summary  of  Procedure: 

DESCRIPTION  OF  PROCEDURE 

A.  Prepare  Form  AF-4  with  required  attachments.  See  Administra- 
tive Bulletin  82-1  for  information  and  attachments  required. 
Make  2  additional  copies  of  the  entire  package  and  6  copies 
of  the  Form  AF-4. 

B.  Agency  forwards  9  copies  of  Form  AF-4  (3  with  attachments)  to: 

1.  Rate  Setting  Commission.  Contracts  for  health  care, 
social  services,  or  training  or  education  of  clients 
must  be  forwarded  to  the  Rate  Setting  Commission  for 
approval  of  rates  before  submission  to  the  appropriate 
executive  office  secretary  for  approval. 

2.  Appropriate  Executive  Office  Secretary.  Rates  for  all 
services  other  than  health  care,  social  services,  or 
training  or  education  of  clients  require  the  approval 
of  the  executive  office  secretary.  In  agencies  not 
assigned  to  an  executive  office,  the  agency  head  will 
approve  such  rates.  These  rates  are  subject  to  audit 
by  the  Department  of  Personnel  Administration  unless: 

a.  The  service  for  which  authorization  is  requested 
is  included  on  the  rate  schedule  in  paragraph 
4.075  of  Administrative  Bulletin  82-1  and  the 
proposed  rate  does  not  exceed  the  minimum  rate 
authorized  in  that  schedule. 

b.  The  contract  was  awarded  after  compliance  with 
competitive  bidding  procedures  described  in 
paragraph  4.11  of  Administrative  Bulletin  82-1, 
resulting  in  the  submission  of  at  least  three 
bona  fide  bids  or  proposals. 

c.  Ihe  service  for  which  authorization  is  requested 
is  a  continuation  or  renewal  of  a  previously 
authorized  service  at  a  rate  not  exceeding  the 
previously  approved  rate. 

C.    When  the  executive  office  secretary  (or  agency  head  in  agen- 
cies not  assigned  to  an  executive  office)  has  approved  the 
contract,  the  secretary  keeps  one  AF-4  with  attachments  and 
distributes  the  remaining  copies  as  follows: 

1.  One  approved  AF-4  with  attachments  is  filed  with  the 
Comptroller. 

2.  Six  approved  copies  of  the  AF-4  without  attachments 
are  forwarded  to  the  Secretary  of  Administration  who 
keeps  one  copy  and  forwards  one  copy  to  each  of  the 
following: 
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a.  Chairman,  House  Ways  and  Means  Conmittee. 

b.  Chairman,  Senate  Ways  and  Means  Committee. 

c.  Legislative  Committee  on  Post-Audit  and 
Oversight. 

d.  Budget  Bureau. 

e.  State  Ethics  Commission. 

3.   One  approved  AF-4  with  attachments  is  returned  to  the 
agency. 

D.    The  agency's  copies  of  approved  contracts  (with  attachments), 
subject  to  audit  by  the  Department  of  Personnel 
Administration,  should  be  filed  chronologically  and  by 
appropriation  number.  The  agency  may  subdivide  contract 
files  within  the  same  year  and  appropriation  number,  by  the 
type  of  service  provided.  An  "03"  Rate  Justification  Record 
for  Rates  Exceeding  125%  of  Minimum  Rates  for  Comparable 
Classified  Titles  should  be  prepared  and  attached  to  the 
contract  in  the  following  circumstances: 

1.  Rates  for  consultant  services  should  be  based  on  the 
job  group  in  the  general  salary  schedule  for  the 
comparable  class  title.  The  current  guideline  for  doing 
this  is  to  pay  the  consultant  no  more  than  125%  of  the 
minimum  rate  for  such  job  group.  (Refer  to  paragraph 
4.076  of  Administrative  Bulletin  82-1).  The  125%  figure 
represents  the  classified  salary  plus  the  cost  of  fringe 
benefits  which  consultants  do  not  receive.  In  some  cases 
rates  for  consultant  services  must  be  based  on  current 
market  values  and  the  agency's  ability  to  pay  and  may 
exceed  this  125%  guideline. 

2.  In  such  cases,  complete  an  "03"  Rate  Justification 
Record  for  Rates  Exceeding  125%  of  Minimum  Rate  for 
Comparable  Classified  Titles.  A  sample  of  this  form  is 
attached.  Pill  in  all  required  information  in  the 
appropriate  spaces  as  follows: 

a.  Appropriation  number. 

b.  Effective  date  of  contract. 

c.  Agency  sequence  number. 

d.  Name  of  contractor. 

e.  Comparable  classified  title. 

f .  Minimum  rate  for  comparable  classified  title 
based  on  general  salary  schedule. 
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g.    A  list  of  three  consulting  firms  or  individual 
consultants  other  than  the  contractor  selected 
who  perform  the  same  kinds  of  services  and  whom 
you  contacted  to  obtain  a  rate  quotation  for  the 
service  to  be  provided  under  this  contract.  For 
each  of  these  contacts,  provide  the  following 
information: 

(1)  Name  of  firm  or  individual  consultant. 

(2)  Address. 

(3)  Rate  quoted. 

(4)  Name  of  the  individual  who  quoted  this  rate. 

(5)  Telephone  number  of  this  individual. 

h.    An  average  of  the  three  rates  quoted. 

i.    If  the  contractor  selected  receives  a  rate  higher 
than  the  average  of  the  three  rates  quoted,  state 
the  agency's  reasons  for  selecting  this  contactor 
rather  than  one  whose  rates  fall  within  the  average 
rate. 

j.    Signature  of  designated  agency  personnel  analyst. 

k.    Date  form  is  prepared. 

E.    The  audit  by  the  Department  of  Personnel  Administration  will 
address  the  following: 

1.   Whether  the  contract  rate  exceeds  125%  of  the  minimum 
rate  for  a  comparable  classified  title  and,  if  so, 
whether  sufficient  justification  for  this  rate  exists 
and  is  properly  documented. 


"03"  (CONSULTANT)  CONTRACT  RATES 
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CHART  OF  PROCEDURE 


Al. 


Agency  prepares 

9 

cop 

ies 

of  Form  AF-4 

(3 

with 

attachments) , 

f 


L 


Bl. 


Agency  forwards  contracts  for  health 
care,  social  services,  or  training* 
or  education  of  clients  to  Rate 
Setting  Commission  for  rate  approval 
prior  to  submission  to  Executive 
Office  Secretary. 


B2. 


Agency  forwards 

9  copies 

of  form  AF- 

-4  (3 

with 

attachmefits)  to 

appro- 

priate  Executive  Office 

Secretary. 

Executive 

Office  Secretary  approves 

rates  other  than  those 

subject  to 

Rate 

Setting 

Commission 

approval  and 

approves  contract. 

Secretary  keeps 

1  copy 

of  Form  AF- 

-4  wil 

:h  attach- 

ments. 

> 


c. 


Secretary  forwards  approved 
contracts  to: 


V 


\K 


V 


Comptroller  (1  copy'  with 
attachments) . 


C2 


Secretary  of  Administration 
(6  copies  without  attach- 
ments) who  retains  1  and 
forwards  1  to  each  of  the 
following: 


C3, 


D. 


Agency  (1  copy  with  attach- 
ments. 


M/ 


a. 

House  Ways  and  Means 

b. 

Senate  Ways  and  Means 

c. 

Legislative  Committee 

on  Post  Audit  and 

Oversight 

d. 

Budget  bureau 

e. 

State  Ethics  Commission 

* 

Agency  retains  one  copy  of 

AF-4  with  attachments  of 

contracts  subject  to  audit 

by  DPA.   Agency  attaches, 

as  required,  "03"  Rate 

Justification  Record  for 

Rates  Exceeding  125%  of 

Minimum  Rate  for  Comparable 

Classified  Titles. 
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IV.  Form: 

A  sample  of  the  following  form  is  attached: 

A.  "03"  Rate  Justification  Record  for  Rates  Exceeding  125%  of 
Minimum  Rates  for  Comparable  Classified  Titles. 


"03"  RATE  JUSTIFICATION  RECORD  ~44~ 

(For  Rates  Exceeding  125%  of  Minimum  Rate  for  Comparable  Classified  Titles) 


Appropriation  No: 


Contract  Date 


Agency  Sequence  No. 


Name  of  Contractor 


Comparable  Classified  Title 


Minimum  Rate  for  Comparable  Classified  Title 


List  three  contacts  you  have  made  to  other  consulting  firms  or  individual  consultants  providing  the  same  type  of  service, 
and  indicate  the  rates  they  quoted  for  the  same  service  to  be  provided  under  this  contract. 


Name  and  Address  of  Firm  or  Individual  Consultant 


•Rate  Quoted 


I. 


Name  of  individual  contacted 


Telephone 


7. 


Name  of  individual  contacted 


Telephone 


Name  of  individual  contacted 


Telephone 


Average  rate  quoted 


If  the  rate  paid  the  contractor  selected  exceeds  the  average  rate  quoted,  explain  the  reason  for  selecting  the  contractor 
charging  higher  than  average: 


SIGNATURE  OF    PERSONNEL  ANALYST 


Date    prepared 


• 


Exhibit  D-l 

LEGAL  REFERENCES 

Contents 

Massachusetts  General  Laws: 

Chapter  29,  Section  29 

Chapter  30,  Section  24B 

Chapter  30,  Section  45 

Chapter  30,  Section  46,  Paragraph  5A 

Chapter  31,  Sections  31  and  32  (formerly  Section  15) 

Red  Book: 

Rule  LS-18 

Gray  Book: 

Rule  7a,  b,  c 

Administrative  Bulletin: 

82-1 

Personnel  Memorandum: 

76-32 

Letter  to  All  Appointing  Authorities  from  Director  of  Personnel  and 
Standardization,  February  6,  1975 

Schedule  of  Classes  Designated  as  Professional 
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MASSACHUSETTS  GENERAL  LAWS 
CHAPTER  29  SECTION  29 


§  29.     Interchange  of  Funds. 

Excepting  the  account  entitled  "01  Salaries,  Permanent  Positions", 
any  subsidiary  account  set  up  as  prescribed  in  the  schedules  referred 
to  in  section  twenty-seven,  on  the  books  of  any  department,  office, 
commission  or  institution,  receiving  an  appropriation  from  the  com- 
monwealth, may  be  increased  or  decreased  by  the  interchange  with 
any  other  such  subsidiary  account  within  the  same  appropriation 
account  by  the  officer  in  charge  of  such  department,  office,  commis- 
sion or  institution  upon  his  certification  to  the  budget  director  that 
such  interchange  is  required  to  meet  unforeseen  emergencies  where 
funds  are  otherwise  not  available  to  protect  the  public  interest,  and, 
in  the  case  of  a  department,  office,  commission  or  institution  within 
any  executive  office  established  by  chapter  six  A  and  seven,  upon  the 
prior  written  approval  of  the  secretary  having  charge  of  such  execu- 
tive office;  provided,  that  any  such  interchange  into  or  out  of  the 
subsidiary  account  entitled  "01  salaries,  Permanent  Positions."  shall 
have  the  prior  written  approval  of  the  house  and  senate  committees 
on  ways  and  means.  Every  such  certification  shall  include  a  statement 
of  the  details  of  the  said  emergency  and  of  the  probable  consequences 
if  the  said  interchange  should  not  be  made.  An  officer  making  any 
such  certification  or  giving  any  such  approval  shall  file  forthwith  a 
copy  thereof  with  the  comptroller,  the  house  and  senate  committees 
on  ways  and  means,  and  the  joint  legislative  committee  on  post  audit 
and  oversight. 

The  comptroller  may  accept  affidavits  that  expenditures  are  in 
accordance  with  the  purpose  of  such  appropriation  or  subsidiary 
accounts  and  do  not  exceed  the  unencumbered  balances  of  the 
amounts  provided  therefor.  The  comptroller  shall  refuse  to  permit  a 
disbursement  or  the  incurring  of  an  obligation  if  funds  or  allotments 
of  funds  under  an  appropriation  account  or  subsidiary  account  under 
an  appropriation  account,  sufficient  to  cover  such  disbursement  or 
obligation  are  not  available  and  shall  immediately  give  notice  of  such 
refusal  to  the  department,  office,  commission  or  institution  proposing 
the  expenditure,  and,  in  the  case  of  a  department,  office,  commission 
or  institution  within  any  of  the  executive  offices  established  by 
chapters  six  A  and  seven  to  the  secretary  having  charge  of  such 
executive  office. 

The  commissioner  of  administration  shail  establish  rules  and  regu- 
lations governing  the  interchange  of  funds  under  this  section.  (1918, 
38;  1923,  362,  §30;  1939,  502.  §  14;  1913,  345;  1947,  636,  §3;  1950. 
46;  1962,  757,  §  49;  1969.  704,  §  35;  1973,  1230,  §  7;  197  5-,  684,  §  23A; 
1976,  283.  §23.) 


MASSACHUSETTS  GENERAL  LAWS 
CHAPTER  30  SECTION  24B 
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§  24B.  Employee  in  Lower  Grade  Assigned  Duties  of  Position 
in  Higher  Grade;  Appointment  to  Such  Position;  Section  Not 
Applicable  to  Certain  Assignments. 

Whenever  an  employee  in  a  lower  grade  is  assigned  the  duties  of  a 
position  in  a  higher  grade  for  a  period  of  thirty  days  or  longer,  the 
appointing  officer  shall,  if  a  vacancy  exists  or  is  to  exist  for  the 
position  in  the  higher  grade,  forthwith  submit  to  the  personnel 
administrator  a  requisition  for  approval  of  the  appointment  of  such 
employee  to  such  position.  The  approval  of  said  administrator  of 
such  an  appointment  shall,  if  given,  take  effect  as  of  the  earliest  date, 
as  determined  by  the  administrator,  that  he  could  have  approved  the 
appointment  if  acted  upon  by  him  on  the  date  the  appointment  was 
made,  but  in  no  case  shall  he  approve  an  appointment  to  take  effect 
earlier  than  sixty  days  next  preceding  the  date  of  the  receipt  of  said 
requisition  by  him. 

This  section  shall  not  apply  to  assignment  of  a  person  to  cover  a 
higher  position  when  the  holder  of  the  higher  grade  position  is  absent 
on  vacation  leave,  but  shall  apply  when  the  holder  of  such  higher 
graded  position  is  on  sick  leave.  (1957,  753,  §  1;  1%2,  757,  §  55;  1974, 
835,  §  35.) 
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MASSACHUSETTS  GENERAL  LAWS 
CHAPTER  30  SECTION  45 


§  45.     Office  and  Position  Classification  Plan  and  Pay  Plan. 

The  personnel  administrator  shall  establish,  administer  and  keep 
current  and  complete  an  office  and  position  classification  plan  and  a 
pay  plan  of  the  commonwealth. 

(1)  In  pursuance  of  such  responsibility  as  to  the  said  classification 
plan,  the  said  administrator  shall  classify  all  appointive  offices  and 
positions  in  the  government  of  the  commonwealth,  excepting  such 
offices  and  positions  in  the  professional  staffs  serving  under  the 
governing  boards  of  institutions  of  higher  education,  in  the  judicial 
and  legislative  branches,  and  in  the  departments  of  the  state  secre- 
tary, state  treasurer,  state  auditor  and  attorney  general,  but  includ- 
ing clerical  assistants  of  registers  of  probate  and  employees  employed 
by  the  commissioner  of  probation  under  section  ninety-eight  of 
chapter  two  hundred  and  seventy-six,  and  he  may  from  time  to  time 
reclassify  any  such  office  or  position.  In  so  classifying  or  reclassifying 
any  such  office  or  position,  the  said  administrator  (a)  shall  ascertain 
and  record  the  duties,  responsibilities,  organizational  relationships, 
qualifications  for,  and  other  significant  characteristics  of  the  office  or 
position;  (b)  shall  group  into  single  classes  all  such  offices  and 
positions,  regardless  of  agency  or  geographical  location,  which  are 
substantially  alike  in  the  duties,  responsibilities,  organizational  rela- 
tionships, qualifications,  and  other  significant  characteristics;  (c)  for 
each  such  class  shall  establish  specifications  which  shall  include  (i)  an 
appropriate  descriptive  title  and  code  number  for  the  class,  which 
shall  be  the  official  title  of  all  offices  and  positions  in  the  class  and 
shall  be  set  forth  on  all  payrolls  by  name  or  code,  and  (ii)  the 
common  features  of  the  duties,  responsibilities  and  organizational 
relationships  of.  qualifications  for,  and  other  significant  characteris- 
tics of  all  offices  and  positions  in  the  class;  and  (d)  may  from  time  to 
time  establish  new  classes  and  alter,  divide,  combine  or  abolish 
exist iiig  classes. 

(2)  All  such  specifications  shall  be  open  to  public  inspection  in  the 
files  of  the  division  of  personnel  administration,  where  three  sets  of 
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such  specifications  shall  be  maintained  as  follows: —  (a)  a  list  ar- 
ranged alphabetically  by  class  titles;  (l>)  a  schematic  list  arranged  so 
as  to  show  the  relationships  between  all  the  said  classes;  and  (c)  a 
departmental  list  arranged  so  as  to  show  for  each  agency,  and  the 
principal  administrative  units  thereof,  the  relationships  between  the 
several  classes  of  offices  and  positions  in  the  agency  and  the  principal 
administrative  units  thereof.  The  personnel  administrator  shall  fur- 
nish to  each  appointing  authority  copies  of  such  specifications  for  all 
offices  and  positions  to  which  the  appointing  authority  may  make 
appointments. 

(3)  In  pursuance  of  his  said  responsibilities  as  to  the  said  pay  plan, 
the  personnel  administrator  shall  allocate,  as  provided  in  paragraph 
four  of  this  section,  each  such  office  or  position  to  the  appropriate  job 
group  in  the  salary  schedule  set  forth  in  section  forty-six  or  forty-six 
C,  excepting  such  offices  and  positions  the  pay  for  which  is  or  shall 
be  otherwise  fixed  by  law  and  those  the  pay  for  which  is  required  by 
law  to  be  l\xcd  subject  to  the  approval  of  the  governor  and  council, 
and  he  may  from  time  to  time,  in  like  manner,  reallocate  any  such 
office  or  position.  In  so  allocating  or  reallocating  any  such  office  or 
position,  the  said  administrator  shall  use  standard,  objective  methods 
and  procedures  for  evaluating  the  same  so  that  the  principle  of  fair 
and  equal  pay  for  similar  work  shall  be  followed;  and  all  offices  and 
positions  in  the  same  class  shall  be  allocated  to  the  same  job  group. 

(4)  No  permanent  allocation  or  reallocation,  in  accordance  with 
this  section,  of  any  office  or  position  subject  to  the  classification  and 
pay  plans  provided  by  this  section,  shall  be  effected,  unless  and  until 

(a)  a  request  for  such  allocation  or  reallocation  shall  have  been 
made  in  writing  to  or  by  the  personnel  administrator; 

(b)  the  written  recommendation,  if  any,  upon  such  request  shall 
have  been  prepared  by  said  administrator,  which  shall  include  the 
request,  the  comment  and  the  recommendation  of  the  appointing 
authority .  concerned  which  he  is  hereby  required  to  make  to  said 
administrator; 

(c)  the  written  recommendation  complying  with  clauses  (a)  and  (b) 
shall  have  been  filed  on  or  before  November  fifteenth,  and  from  time 
to  time  thereafter,  by  the  personnel  administrator  with  the  budget 
director  and  the  house  and  senate  committees  on  ways  and  means, 
and  shall  be  considered  as  a  part  of  the  budget  preparation  as 
provided  in  section  six  of  chapter  twenty-nine; 

(d)  it  shall  have  been  included  in  a  schedule  of  permanent  offices 
and  positions  approved  by  the  joint  committee  on  ways  and  means,  a 
copy  of  which  is  on  file  with  the  personnel  administrator;  provided, 
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however,  that  during  the  period  when  the  legislature  is  not  in  session, 
any  new  temporary  office  or  position  subject  to  the  classification  and 
pay  plans  provided  by  this  section  and  essential  for  the  operation  of 
the  service  of  the  commonwealth  may  be  temporarily  classified  and 
allocated,  but  shall  not  be  effected  unless  and  until  clauses  (a)  and  (b) 
shall  have  been  complied  with. 

(4A)  No  part  of  the  sums  appropriated  for  any  agency  or  subdivi- 
sion of  a  department  shall  be  available  for  the  payment  of  any 
temporary  or  excess  quota  position  if  there  is  a  similar  position 
vacant  within  the  quota  of  permanent  positions  as  established  by  the 
appropriation  account  for  such  agency  or  subdivision  of  a  depart- 
ment except  such  temporary  positions  as  may  be  authorized  under 
paragraph  (4).  Except  as  hereinafter  provided,  no  additional  tempo- 
rary positions  shall  be  authorized.  The  commissioner  of  administra- 
tion may,  however,  upon  certification  that  an  emergency  exists 
requiring  additional  temporary  assistance  to  perform  work  essential 
to  the  public  interest,  authorize  the  temporary  employment  of  such 
additional  personnel  as  may  be  necessary  within  the  limits  of  funds 
available  for  the  purpose;  provided,  however,  that  such  emergency 
authorization  shall  not  be  extended  to  the  succeeding  fiscal  year.  The 
commissioner  shall  forthwith  notify  the  house  and  senate  committees 
on  ways  and  means  of  the  employment  of  such  additional  temporary 
personnel.  The  provisions  of  this  paragraph  shall  not  apply  to 
positions  essential  for  the  care  of  patients  or  inmates  in  institutions 
or  to  positions  essential  for  the  educational  programs  in  all  institu- 
tions of  higher  education  operated  by  the  commonwealth,  nor  to  the 
filling  of  a  position  under  the  provisions  of  section  twenty-four  B  nor 
to  a  position  required  to  correct  an  inequity  determined  as  provided 
in  sections  fifty-three  and  fifty-six.  Under  no  circumstances  shall 
excess  quota  positions  be  authorized  without  prior  approval  by  the 
house  and  senate  committees  on  ways  and  means.  ' 

(5)  Subject  to  the  approval  of  the  commissioner  of  administration, 
the  personnel  administrator  shall  make,  and  from  time  to  time  may 
amend,  rules  governing  the  establishment  and  administration  of  the 
said  classification  and  pay  plans,  and  credits  due  officers  or  employ- 
ees, subject  to  this  section,  for  previous  services.  Such  rules,  and 
amendments  thereto,  shall  be  open  to  public  inspection  in  the  files  of 
the  division  of  personnel  administration  and  copies  thereof  shall  be 
made  available  to  officers  and  employees  of  the  commonwealth  upon 
request. 

(6)  In  performing  his  duties  under  this  section,  the  said  administra- 
tor shall  from  time  to  time  consult  with  the  appointing  authorities 
concerned,  or  their  designated  deputies,  and  may  from  time  to  time 
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consult  with  representatives  of  officers,  managers,  and  employees  of 
the  commonwealth;  and  he  may  from  time  to  time  appoint  and  seek 
the  advice  of  such  committees  of  such  officers,  managers,  and  em- 
ployees, their  representatives,  and  of  consultants  from  outside  the 
service  of  the  commonwealth  as  he  may  consider  necessary  or 
desirable. 

(7)  Subject  to  the  approval  of  the  commissioner  of  administration 
and  of  the  joint  committee  on  ways  and  means,  the  personnel 
administrator  shall  establish  a  pay  plan  for  persons  in  training  at  or 
in  any  agency  of  the  commonwealth;  provided,  however,  that  the 
maximum  salary  under  said  plan  shall  not  exceed  the  minimum 
salary  for  job  group  1  under  the  salary  schedule  appearing  in 
paragraph  (1)  of  section  forty-six. 

(8)  The  foregoing  provisions  of  this  section  shall  be  subject  to  the 
provisions  of  sections  forty-six  to  fifty,  inclusive,  wherever  the  same 
or  any  of  them  shall  apply. 

(9)  The  following  words  as  used  in  sections  forty-five  to  fifty, 
inclusive,  and  in  sections  fifty-three  to  fifty-seven,  inclusive,  shall  have 
the  following  meanings: — 

"Class"  or  "title",  a  group  of  positions  forming  part  of  the 
classified  service  of  the  commonwealth  established  by  sections  forty- 
five  to  fifty,  inclusive,  and  sufficiently  similar  in  respect  to  duties  and 
responsibilities  that  the  same  descriptive  title  may  be  used  to  desig- 
nate all  positions  allocated  to  the  class,  the  same  general  entrance 
qualifications  may  be  required  of  incumbents  of  positions  in  the  class, 
the  same  general  tests  of  fitness  may  be  used  to  choose  qualified 
managers  and  employees,  and  the  same  schedule  of  pay  may  be  made 
to  apply  under  the  same  or  substantially  the  same  employment 
conditions. 

"Class  allocation",  the  official  initial  placing  of  a  class  in  a  job 
group  in  the  management  or  general  salary  schedule. 

"Class  reallocation",  the  official  subsequent  placing  of  a  class  in  a 
job  group  in  the  management  or  general  salary  schedule. 

"Departmental  list",  a  listing  of  classes,  irrespective  of  fields  of 
work  or  job  group,  which  are  included  in  the  authorized  staff  of  an 
agency  of  the  commonwealth,  except  offices  and  positions  in  the 
judicial  and  legislative  branches,  but  including  clerical  assistants  of 
registers  of  probate,  and  employees  employed  by  the  commissioner  of 
probation  under  section  ninety-eight  of  chapter  two  hundred  and 
seventy-six,  arranged  to  show  the  relationships  between  the  several 
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classes  of  offices  and  positions  in  said  agency  and  in  the  principal 
administrative  units  thereof.  F 

"Employee",  a  person  employed  by  the  commonwealth  in  a  non- 
managerial  position  which  is  allocated  to  the  general  salary  schedule 
whether   or   not    such    person   can    be   represented   by   a/employee' 
organization  under  the  provisions  of  chapter  one  hundred  and  fifty  E. 

"Increment",  the  amount  of  dollars  between  any  two  consecutive 
steP-,n-rangc  ,n  the  same  job  group  in  the  management  or  general 
salary  schedule.  B«.«ciai 

"Job  group",  a  unit  of  the  management  or  general  salary  schedule 
which  includes  all  classes  in  the  position  classification  plan  which  are 
sufficiently  comparable  in  value  as  regards  duties  and  responsibilities 
irrespective  of  the  held  of  work  of  which  they  form  a  part,' so  that' 
the  same  salary  range  may  be  made  to  apply  to  all  classes  in  tie 
same  unit  of  the  management  or  general  salary  schedule. 

.wl^'V  PerS°n  aPP°intcd  to  a  managerial  position  which  is 
allocated   to   the   management   salary   schedule  and  designated  as  a 

rnTfift  "e  Cmpl°yeC  Undcr  the  Provisi<>ns  of  chapter  one  hundred 

"Position^  a  job  which  may  be  held  by  an  individual,  manager  or 
employee.   1  here  may  be  more  than  one  position  in  the  same  class. 

"Position  allocation"  the  initial  official  placing  of  a  position  in  a 
class  forming  part  of  the  position  classification  plan  of  the  common- 
wealth. 

"Position    classification    plan",    the    plan    resulting    from    position 
allocations  pertaining  to  the  personal  services  of  the  commonwealth 
except  offices  and  positions  in  the  judicial  and  legislative  branches' 
but  including  clerical  assistants  of  registers  of  probate. 

"Position   reallocation",  any   subsequent   official  placing  of  a  posi- 
tion ,n  a  class  forming  part  of  the  position  classification  plan  of 
commonwealth.  '  lI,t 

"Salary  range",  a  range  of  salaries  iron,  a  specified  minimum  to  a 
specified  maximum  amount  as  applied  to  a  job  group. 

"Schematic  list",  a  list  of  classes  of  offices  or  positions  in  all 
agencies  o  he  commonwealth,  except  offices  and  positions  in  the 
judical  and  legislative  branches,  but  including  clerical  assistants  of 
registers  of  probate,  and  employees  employed  by  the  comm s  on  r 
probation  under  section  ninety-eight  of  chapter  two  hundred  and 
seventy-six,  all  performing  duties  primarily  in  the  same  field  of  work 
irrespective  of  department  or  job  group,  so  arranged  therein  to  show 
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their  relative  position  or  degree  of  importance  in  the  position  classifi- 
cation plan  of  the  commonwealth  and  to  show  the  relationships 
between  all  the  said  classes. 

"Specification",  a  description  of  the  characteristic  duties  and  re- 
quirements of  a  single  class. 

"Step-in-range"  or  "increment  step",  one  of  the  divisions  of  a 
salary  range  in  a  job  group  at  which  a  manager  or  employee  is 
compensated.  (1914.  605;  §§1,2,  5,  9;  1918,  228.  §  1;  1919,  350,  §  22; 
1923,  362,  §48;  1930,  400,  §6;  1947,  678,  §  1;  1948,  311,  §  1;  1954, 
680,  §9;  1955,  643,  §2;  1956,  729,  §§  1-4;  1957,  648,  §§  1,  2;  1959, 
474;  1962,  757,  §§  61-64;  1963,  775,  §  2;  1964.  375,  §  3;  1965.  749,  §  1; 
1966,  210,  §  2;  1974,  835,  §  ^7,  1975,  689.  §  9;  1981.  609.  §§  57.  63-72. 
approved,  with  emergency  preamble,  December  24,  1981;  by  §97, 
effective  June  28,  1981;  1982.  357,  §  10,  approved,  with  emergency 
preamble,  July  20,  1982;  by  §  21,  effective  July  1,  1982.) 
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(5 A)  In  accordance  with  regulations  established  by  the  personnel 
administrator  with  the  approval  of  the  commissioner  of  administra- 
tion, designating  certain  classes  as  professional  classes,  an  appointing 
authority  tnay,  in  the  initial  appointment  of  a  person  to  a  position  in 
such  class,  recruit  such  person  at  a  rate  above  the  minimum  and 
within  the  grade  to  which  the  position  is  allocated,  upon  certification 
by  said  appointing  authority  to  the  administrator  that  the  person  to 
be  employed  has  served  satisfactorily  in  a  comparable  position  for  a 
period  of  time  equivalent  to  the  period  required  by  the  general  salary 
schedule  had  such  service  been  entirely  in  the  service  of  the  common- 
wealth, and,  in  the  case  of  an  office  in  or  position  with  any  depart- 
ment, agency,  board,  commission  or  institution  within  any  of  the 
executive  offices  established  by  chapters  six  A  and  seven,  upon  the 
prior  written  approval  of  the  secretary  having  charge  of  such  execu- 
tive office.  For  the  purpose  of  such  regulations,  professional  classes 
shall  include,  but  shall  not  be  limited  to,  classes  including  positions 
for  registered  nurses  and  persons  employed  in  medical  or  technical 
positions  in  hospitals  and  clinics,  including  the  administration  thereof, 
persons  employed  for  the  instruction  of  students  and  engineers  and 
chemists.  Nothing  in  this  section  shall  be  construed  to  limit  the 
recruitment  of  personnel  under  the  provisions  of  section  fourteen  of 
chapter  seventy-live.  No  person  may  be  recruited  under  this  section  if 
he  has  held  a  personal  services  contract  with  or  been  in  the  service  of 
the  commonwealth  within  a  twelve-month  period  immediately  prior 
to  the  date  of  proposed  recruitment. 
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CHAPTER  31  SECTION  31 
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An  appointing  authority  may,  without  submitting  a  requisition  to 
the  administrator  and  without  complying  with  other  provisions  of  the 
civil  service  law  and  rules  incident  to  the  normal  appointment  pro- 
cess, make  an  emergency  appointment  to  any  civil  service  position 
other  than  laborer  for  a  total  of  not  more  than  thirty  working  days 
during  a  sixty  day  period.  Such  appointment  shall  be  made  only 
when  the  circumstances  requiring  it  could  not  have  been  foreseen  and 
when  the  public  business  would  be  seriously  impeded  by  the  time 
lapse  incident  to  the  normal  appointment  process.  Upon  making  such 
an  appointment,  the  appointing  authority  shall  immediately  notify 
the  administrator  in  writing,  in  such  form  and  detail  as  the  adminis- 
trator may  require,  of  the  reason  for  the  appointment  and  the 
expected  duration  of  the  employment  thereunder.  No  renewal  of  such 
emergency  appointment  shall  be  made  without  the  consent  of  the 
administrator. 

An  emergency  appointment  may,  upon  written  request  of  the 
appointing  authority  and  with  the  consent  of  the  administrator,  be 
renewed  for  an  additional  thirty  working  days.  The  administrator 
shall  not  consent  to  more  than  one  such  renewal  of  the  appointment 
unless  the  position  is  in  a  department,  institution  or  hospital  carrying 
out  functions  connected  with  the  public  safety  or  public  health  and 
the  public  service  would  suffer  if  a  second  renewal  were  not  granted, 
in  which  case  the  administrator  may  consent  to  a  second  renewal.  No 
person  shall  receive  more  than  one  such  appointment  or  one  such 
appointment  and  renewal,  as  the  case  may  be,  in  any  twelve  month 
period,  except  as  otherwise  provided  in  this  section.  (1978,  393,  §  1 1.) 
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§  32.     Emergency  Appointment  to  Position  of  Laborer;  Requisi- 
tion to  Administrator  not  Required  in  Certain  Instances. 

An  appointing  authority  may  make  an  emergency  appointment  to 
the  position  of  laborer  without  submitting  a  requisition  to  the 
administrator  and  without  complying  with  the  other  provisions  of  the 
civil  service  law  and  rules;  provided,  however,  that  the  circumstances 
requiring  such  appointment  could  not  have  been  foreseen  and  the 
public  business  would  be  seriously  impeded  by  the  time  lapse  incident 
to  the  normal  appointment  process. 

Employment  pursuant  to  such  an  appointment  shall  not  continue 
for  more  than  a  total  of  thirty  working  days  during  the  sixty 
calendar  days  following  such  appointment,  provided  that  the  appoint- 
ing authority,  with  the  consent  of  the  administrator,  may  renew  such 
appointment  for  an  additional  thirty  working  days  or,  at  its  discre- 
tion and  without  such  consent,  for  not  more  than  an  additional 
fifteen  working  days.  In  the  event  of  such  renewal  for  not  more  than 
fifteen  working  days,  no  further  emergency  appointment  shall  be 
given  such  laborer  within  twelve  months  from  the  date  that  he  began 
employment  under  such  thirty-day  appointment. 

In  no  event  shall  a  person  who  is  given  such  an  emergency 
appointment  as  a  laborer  be  permitted  more  than  a  total  of  sixty 
working  days  of  emergency  employment  within  any  twelve  month 
period,  in  any  civil  service  position,  including  that  of  a  laborer. 

Upon  making  such  an  appointment  or  any  extension  thereof,  the 
appointing  authority  shall  notify  the  administrator  in  writing  of  the 
reason  for  the  appointment  or  extension  and  the  anticipated  duration 
of  such  emergency.  (1978,  393,  §  1 1.) 
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LS-18  A.  Upon  the  vacancy  of  any  position  in  the  employ  of  the 
Commonwealth  the  employing  authority  shall,  if  he  assigns  a  person  in  a 
classification  of  lower  grade  and  pay  to  such  a  vacancy  for  a  period  of 
more  than  thirty  calendar  days,  request  approval  for  a  temporary 
appointment  of  such  person  to  such  position  and  if  such  appointment 
shall  comply  with  the  Civil  Service  Laws,  rules  and  regulations  if 
applicable,  the  person  so  appointed  shall  be  entitled  to  the  compen- 
sation of  such  higher  grade  from  the  first  day  of  such  assignment. 

B.  Section  A.  of  this  rule  shall  not  apply  to  assignment  of  a 
person  to  cover  a  higher  position  when  the  holder  of  the  higher  graded 
position  is  absent  on  vacation  leave  but  is  intended  to  apply  when  the 
holder  of  such  higher  graded  position  is  on  sick  leave.  (See  General 
Laws,  Chapter  30,  Sec.  2MB.) 

C.  Appeals  under  this  rule  shall  be  decided  by  the  Director  of 
the  Bureau  of  Personnel  or  by  a  person  designated  by  him  in  accordance 
with  provisions  of  G.L.  Chapter  30,  Section  49. 

LS-19.  When  a  person  subject  to  these  rules  is  absent  because  of 
sickness,  such  absence  shall  be  charged  off  against  any  sick  leave  cre- 
dits he  may  have.  All  absence  on  account  of  sickness  must  be  charged 
off  in  multiples  of  one-half  or  full  hours,  but  in  no  case  at  less  than 
the  actual  time  off  because  of  absence  due  to  sickness. 

If  such  person  has  no  sick  leave  credits,  such  absence  shall  be 
charged  at  the  discretion  of  his  appointing  authority,  to  leave  without 
pay,  to  absence  without  pay  or  to  vacation  leave  but  shall  be  charged 
off  on  the  same  basis  as  above. 
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July  23,  1S86 


To:       All  Department  and  Agency  Heads 

Subject:   Revision  of  Student  Intern  Contract  Rates 


Effective  July  1,  1986,  Section  4.075  of  the  '03'  subsidiary 
service  contract  regulations,  published  on  April  12,  1982  in 
Administrative  Bulletin  82-1,  has  been  revised  in  the  following 
respects: 


Student  Intern  -  Hourly  Rates 

High  School 
Undergraduate  College 
Graduate  College 


$4.00  per  hour 
$6.00  per  hour 
$7.00  per  hour 


In  addition,  Regulation  Section  4.076  is  superseded  as  follows: 

Services  equivalent  to  the  duties  of  positions  within 
the  Commonwealth's  classification  plan. 

Any  service  which  corresponds  substantially  with  the 
scope  of  duties  of  a  position  in  the  Commonwealth's 
classification  plan  may  be  compensated  at  a  rate  not 
exceeding  one  hundred  and  twenty-five  percent  of  step  1  of 
the  job  group  in  the  appropriate  collective  bargaining  unit 
salary  schedule  to  which  the  classification  is  allocated. 
The  title  of  the  position  shall  be  entered  in  the  section 
titled  6.   RATE  APPROVAL,  line  1,  face  page  of  Form  AF-4. 


N.B. 


The  rate  to  be  submitted  on  the  AF-4  shall  be  the 
weekly  salary  for  step  1  of  the  collective 
bargaining  plus  the  optional  25%.   If  a  daily  rate 
or  hourly  rate  is  used  the  computation  shall  be  in 
the  following  format: 


-  over  - 
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GRAY  BOOK 


RULE  No.  7a  —  Working  out  of  Classification 

Upon  the  vacancy  of  any  position  in  the  employ  of  the  Commonwealth 
the  employing  officer  shall,  if  he  assigns  an  employee  in  a  classifica- 
tion of  lower  grade  and  pay  to  such  vacancy  for  a  period  of  more  than 
thirty  calendar  days,  request  approval  for  a  temporary  appointment  of 
such  person  to  such  position  and  if  such  position  and  if  such  appoint- 
ment shall  comply  with  the  Civil  Service  Laws,  rules  and  regulations  if 
applicable  the  person  so  appointed  shall  be  entitled  to  the  compensation 
of  such  higher  grade  from  the  first  day  of  such  assignment. 

RULE  No.  7b 

Section  A.  of  this  rule  shall  not  apply  to  assignment  of  a  person 
to  cover  a  higher  position  when  the  holder  of  the  higher  graded  position 
is  absent  on  vacation  leave  but  is  intended  to  apply  when  the  holder  of 
such  higher  graded  position  is  on  sick  leave. 

RULE  7c 

Appeals  under  this  rule  shall  be  decided  by  the  Director  of  the 
Bureau  of  Personnel  or  by  a  person  designated  by  him. — Effective  April 
sixteen,  nineteen  forty-seven. 


RULE  No.  8  —  Authority  to  Administer 

The  Bureau  of  Personnel  and  Standardization  is  authorized  and 
empowered  to  execute  the  provisions  of  these  rules  and  see  that  they  are 
enforced. — Effective  November  two,  nineteen  twenty-seven. 


2. 


>v 


Example: 


A  title  is  needed  on  an 
Job  Group  12 


03*  basis  at  step  1  of 


382.09  ■  weekly  rate 
±   5 
76.42  per  day 

The  hourly  rate  is  determined  by  dividing  the 
daily  rate  by  the  appropriate  number  of  work  hours 
per  day  for  the  classification  (e.g., 
hours) 


7.5  or  8.0 


All  contracts  presently  in  effect  for  intern  services  for 
fiscal  year  1987  may  be  modified  retroactively  to  conform  with  this 
promulgation. 


f 


Frank  T.  Keefe 

Secretary  of  Administration  and  Finance 
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IX  ]..:  The  Commonwealth  of  Massachusetts 
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ADMINISTRATIVE  BULLETIN 

EXECUTIVE  OFFICE  FOR  ADMINISTRATION  AND  FINANCE 


COOMKa 


82-1 
April  12,  1982 

TO:    ALL  STATE  AGENCIES 

RE:    REVISED  SERVICE  CONTRACT  REGULATIONS 


Attached  is  the  revised  service  contract  regulations  and  AF-4 
form  for  use  by  all  state  agencies  when  contracting  for  services 
to  be  paid  out  of  the  "03"  subsidiary  account. 

These  regulations  rescind  Administrative  Bulletins  74-4  Part  4, 
76-9,  78-10  and  81-1.  Please  note  that  Administrative  Bulletin 
80-2  has  not  been  rescinded  and  remains  in  effect. 

These  regulations  are  promulgated  under  authority  of  Chapter  12  30 
of  the  Acts  of  1973. 

These  regulations  will  pertain  to  all  new  "03"  contracts  and  any 
amendment  to  all  existing  "03"  contracts.  These  regulations  are 
effective  today. 


jflf  fiLztk, 


n 


David  M.  Bartley 

Secretary  of  Administration 

Attachment 
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SERVICE  CONTRACT  REGULATIONS 

4.01.  Application 

No  agency  shall  engage,  incur  any  obligation  for,  or  authorize 
payment  for  any  contractual  services  except  in  accordance  with  Section 
29A  of  Chapter  29  of  the  General  Laws. 

4.02.  Authority 

Part  4  of  these  regulations  is  promulgated  under  authority  of  said 
Section  29A. 

4.03.  Definitions 

As  used  in  Part  4  of  these  regulations,  the  following  terms  shall, 
unless  the  context  clearly  requires  otherwise,  have  the  following 
meanings : 

4.031.  "Contract",  a  legally  enforceable  agreement  for  the 
provisions  of  services  by  a  contractor  in  consideration  of  compensation 
to  be  paid  by  the  Cormionwealth,  executed  in  the  name  of  the  Commonwealth 
by  an  agency  thereof. 

4.032.  "Contractor",  the  party  agreeing  to  provide  services  in 
a  contract.  For  purposes  of  these  regulations  the  term  "contractor" 
shall  be  used  in  place  of  the  term  "consultant",  as  used  in  Section  29A 
of  Chapter  29- 

4.033.  "Individual",  a  natural  person. 

4.034.  "Organization",  a  corporation,  partnership,  or  business 
trust  or  association  of  two  or  more  persons,  or  other  legal  entity. 

4.035.  "Services",  any  of  the  services  described  or  enumerated 
in  the  subsidiary  account  code  manual  under  the  heading  "03  Services — 
Non-Employees",  but  excluding  interagency  services  and  charge  backs. 

4.036.  "Professional  Service",  any  service  enumerated  in  the 
subsidiary  account  code  manual  under  the  heading  "03  Services — Non- 
Employees,  I.  Professional"  (object  codes  121  through  149). 

4.037.  "Rate",  the  rate  of  compensation  per  unit  of  service 
(e.g.  hour,  visit,  hearing,  page,  etc.). 

4.04.  Approval  Procedure 

4.041.     An  agency  intending  to  contract  for  services  shall 
complete  form  AF-4  ("request  for  authorization  of  services")  in  accor- 
dance with  instructions  thereon,  which  are  hereby  incorporated  in  and 
made  a  part  of  these  regulations  (see  4.16,  AF-4  form).  Said  form 
(AF-4)  and  requiring  attachments  shall  thereupon  be  submitted  to  the 
secretary  having  charge  of  the  executive  office  to  which  the  agency  is 
assigned,  for  his/her  review  and  for  his/her  approval  or  disapproval. 
Upon  granting  his/her  approval,  the  secretary  shall  file  a  copy  of  the 
approved  form  and  required  attachments  with  the  Comptroller,  and  one 
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copy  each  (without  attachments)  to  the  House  and  Senate  Committees  on 
Ways  and  Means,  the  Legislative  Committee  on  Post  Audit  and  Oversight, 
the  Budget  Bureau,  and  the  State  Ethics  Commission. 

A  copy  shall  be  considered  to  be  "filed"  with  the 
Comptroller  when  it  is  delivered  to  the  office  of  the  Comptroller's 
Division.  A  receipt  date  imprinted  on  each  copy  of  the  form  with  the 
use  of  the  Comptroller's  date  stamp  shall  be  conclusive  evidence  of  the 
fact  and  the  date  of  filing.  The  contracting  Agency  shall  forward  a 
filed  copy  to  the  vendor. 

All  Data  Processing  Services  Contracts  will  be  governed 
by  Administrative  Bulletin  78-11  (Revised  Automated  Data  Processing 
Procurement  Procedures).  However,  4.05  applies. 

4.042.  Except  as  provided  in  paragraph  4.043,  each  request  for 
authorization  of  services  shall,  in  addition  to  any  other  information 
required  by  form  AF-4,  contain  the  following  information,  stated  either 
on  the  face  of  form  AF-4,  or  by  attachment  thereto: 

(a)  A  description  of  the  nature  of  the  proposed  services 
and  an  explanation  of  the  need  of  such  services,  including  reason  why 
such  services  cannot  be  provided  by  existing  State  Employees'  positions; 

(b)  The  duration  of  the  services,  the  rate  (see  paragraph 
4.07)  and  the  maximum  obligation  (see  paragraph  4.09); 

(c)  The  name  and  address  of  the  proposed  contractor; 

(d)  A  written  contract  (see  paragraph  4.06); 

(e)  A  resume  -  where  the  contractor  is  an  individual; 

(f)  A  statement  of  the  qualifications  of  the  proposed 
contractor  to  perform  the  proposed  services; 

(g)  A  disclosure  statement  setting  forth  any  other  income 
derived  by  the  proposed  contractor  as  of  the  date  of  request,  from  the 
Commonwealth  or  any  of  its  political  subdivisions; 

(h)  A  list  of  the  names  and  addresses  of  all  persons,  other 
than  the  contractor,  having  any  financial  interest  in  the  proposed 
contract,  including,  in  the  case  of  a  contractor  which  is  a  corporation, 
all  persons  owning  more  than  one  percent  of  its  capital  stock  (see 
M.G.L.  C.7.  Sec.  14.); 

(i)  Appropriate  certifications  required  by  any  other 
Administrative  Bulletin(s). 

4.043.  The  information  required  by  paragraphs  4.042  (c) 
through  (i)  shall  not  be  required  in  the  case  of  a  request  for  a  blanket 
service  authorization  at  the  time  the  AF-4  is  filed  with  the 
Comptroller.  However,  such  information  must  be  supplied  to  the 
Comptroller  prior  to  any  payments  being  authorized  by  the  Comptroller. 
For  purposes  of  this  paragraph  a  "blanket  service  authorization"  shall 
mean  authorization  for  a  group  of  services  having  all  of  the  following 
attributes : 
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(a)  The  services  to  be  provided  all  fall  within  a  single 
appropriation  item  and  a  single  object  in  the  subsidiary  account  code 
manual; 

(b)  The  number  of  separate  contractors  that  will  be  used  to 
provide  the  services  either  cannot  be  predicted  with  certainty  or,  if 
known,  exceed  four; 

(c)  The  work  to  be  performed  is  recurrent  and  intermittent, 
such  that  the  exact  scope  of  services  to  be  provided  by  any  individual 
contractor  cannot  be  accurately  estimated. 

If  a  request  is  for  a  blanket  service  authorization, 
the  agency  shall  so  state  on  the  face  of  the  form  AF-4,  in  the  area 
reserved  for  the  contractor's  name. 

4.05.  Prior  Approval  Requirement 

No  payment  shall  be  made,  nor  any  obligation  for  payment  incurred, 
by  the  Commonwealth  on  account  of  any  service  rendered  prior  to  the  date 
upon  which  the  request  for  authorization  therefor  is  approved  by  the 
appropriate  secretary,  nor  prior  to  the  date  upon  which  a  copy  of  the 
approved  request  is  filed  with  the  Comptroller,  as  required  by  paragraph 
4.041  (see  Part  I,  Sec.  1.02  of  Administrative  Bulletin  74-4). 

4.06.  Written  Contract 

4.061.     Every  request  for  authorization  of  services  shall  be 
accompanied  by  a  written  contract  specifically  describing  the  services 
to  be  performed,  the  compensation  to  be  paid,  and  the  other  obligations 
of  the  parties  (except  as  provided  for  in  4.043). 

4.062.     The  contract  must  contain  a  statement  that  no  compen- 
sation will  be  paid  for  services  which  were  rendered  prior  to  the  date 
of  the  Comptroller's  date  stamp  on  the  AF-4. 

4.063.  A  fully  executed  contract  must  be  attached  to  the  AF-4 
form.  A  fully  executed  contract  must  be  on  file  with  the  Comptroller 
before  any  payments  thereunder  will  be  authorized. 

4.064.  The  Affidavit  of  Compliance  section  must  be  completed 
by  the  contractor. 

4.07.  Rates 

4.071.  Every  request  for  authorization  of  services  to  be  per- 
formed by  an  individual  shall  state  clearly  the  proposed  rate.  In  the 
case  of  a  contract  for  the  provision  of  services  by  an  organization,  a 
budget  should  be  attached  to  the  contract,  showing  either  the  billing 
rate  of  personnel  who  will  perform  the  services  or  the  actual  salary 
rate  of  such  personnel  plus  allowances  for  fringe  benefits  and  overhead. 

4.072.  The  rate  of  any  health  care  or  social  service  must  be 
approved  by  the  Rate  Setting  Commission.  The  term  "health  care  or 
social  service",  as  used  in  this  and  the  succeeding  paragraph,  shall 
mean  any  service  the  rate  for  which  is  required  by  law  to  be  set  or 
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approved  by  the  Rate  Setting  Commission.  For  jurisdiction  of  the 
Commission  after  July  1,  1974,  see  Chapter  1229  of  the  Acts  of  1973, 
Sections  2  and  12. 

4.073.  The  rate  for  any  service  may  be  approved  by  the 
reviewing  secretary  if  any  one  of  the  following  conditions  are  met: 

(a)  The  service  for  which  authorization  is  requested  is 
included  on  the  rate  schedule  in  paragraphs  4.075  and  4.076  and  the  pro- 
posed rate  does  not  exceed  the  rate  authorized  thereby; 

(b)  The  contract  was  awarded  after  compliance  with  com- 
petitive procedures  described  In  paragraphs  4.122  or  4.123,  infra 
resulting  in  the  submission  of  at  least  three  bona  fide  bids  or 
proposals; 

(c)  The  service,  other  than  for  health  care  or  social  ser- 
vice, for  which  authorization  is  requested  is  a  continuation  or  renewal 
of  a  previously  authorized  service,  at  a  rate  not  exceeding  the  pre- 
viously approved  rate. 

If  none  of  the  foregoing  conditions  is  met,  such  rate 
must  be  approved  by  the  Personnel  Administrator  or  the  Rate  Setting 
Commission. 

4.074.  In  any  case  in  which  rate  approval  is  required,  by 
paragraphs  4.072  or  4.073,  supra,  to  be  obtained  from  either  the  Rate 
Setting  Commission  or  the  Personnel  Administrator,  such  approval  shall 
be  requested  either  by  the  requesting  agency  or  by  the  reviewing  secre- 
tary, according  to  Instructions  from  each  respective  secretary,  by  sub- 
mitting to  said  Commission  or  said  Personnel  Administrator  two  copies  of 
the  form  AF-4  and  one  copy  of  the  proposed  written  contract  and  one  copy 
of  the  statement  of  qualifications  of  proposed  contractor.  A  secretary 
may  not  approve  a  request  for  authorization  of  services  prior  to  the 
date  upon  which  such  rate  approval  is  obtained,  unless  the  form  AF-4  and 
the  accompanying  written  contract  both  state  clearly  that  the  rate  is 
subject  to  approval  by  the  Comnission  or  Personnel  Administrator,  as  the 
case  may  be.  In  such  event,  no  payments  shall  be  authorized  by  the 
Comptroller  until  he  receives  notification  of  rate  approval  from  the 
Commission  or  the  Personnel  Administrator. 

Upon  receipt  of  a  request  from  an  agency  or  a  secretary 
for  rate  approval  hereunder,  the  Personnel  Administrator  shall  review 
the  proposed  rate  and  notify  the  agency  or  the  secretary,  as  the  case 
may  be,  of  his  approval  or  disapproval  within  five  working  days,  except 
where  delay  is  caused  by  reasons  beyond  his  control.  It  shall  be  the 
responsibility  of  the  said  agency  or  secretary  to  notify  the  Comptroller 
of  rate  approval. 
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4.075. 


RATE  SCHEDULE 


TYPE  OF  SERVICE 

Arbitrator 

Art  Teacher 

Attorney 

Certified  Public  Accountant 

Constable  or  Sheriff 

Examination  Monitor  in  Charge 
Examination  Monitor 
Examination  Monitor  Trainee 
Hearings  Stenographer 


Hospital  Accreditation  Survey 

Police 

Student  Intern-Hourly  Rates: 

Student  Intern-High  School 

Student  Intern-College 

Student  Intern-Graduate  School 

Travel  Expenses  and  Meals 

Veterinarian 


MAXIMUM  RATE 
$300.00  per  day 

20.00  per  3  hour  session 

50.00  per  hour 

50.00  per  hour 

As  determined  under  Chapter  262  of 
the  General  Laws 

7.50  per  hour 

6.00  per  hour 

4.75  per  hour 

75.00  per  day  attendance  fee 
2.75  for  original  transcript  and  one  copy 
.50  per  page  for  each  additional  copy 

Current  Joint  Commission  on  Hospital 
Accreditation  Charges 

Prevailing  collective  bargaining  rate 


3.35  (Minimum  Wage) 

4.55 

5.40 

As  authorized  for  State  Employees 

6.00  per  stop  for  injections  or 
drawing  of  blood  samples  plus 
$1.50  per  head 

6.00  per  stop  for  Calfhood 

Vaccination  (Brucellosis)  plus 
$2.00  per  head  (to  restrain, 
inject,  tattoo  calf's  ear  and 
prepare  and  forward  report  to 
Division  of  Animal  Health) 

30.00  per  visit  to  investigate  and/or 
diagnose  disease 


D-l-21 


Veterinarian (continued)        50.00  per  visit,  including  post- 
mortem, to  diagnose  the  illness 
of  a  dead  animal  and/or  obtain 
the  brain  for  further  tests 

Witness  Fees  6.00  per  day  -  100  per  mile  (G.L.  Ch. 

262  Sec.  29). 

Requests  for  modification  or  additions  to  the  preceding 
schedule  should  be  made  by  written  request  to  the  Director  of  Personnel 
and  Standardization,  specifying  the  service,  the  proposed  rate  and  the 
justification. 

The  rate  of  any  health  care  or  social  service  must  be 
approved  by  Rate  Setting  Commission,  including  but  not  limited  to,  the 
following:  (4.072) 

Medical  Consultants 

Medical  Rates  on  a  per  visit  basis 

Nursing 

Occupational  Therapists 

Physical  Therapists 

Psychological  Consultants 

Registered  Dietician 

Speech  Pathologist 

Stand-by  and  On  Call  Services 

4.076.     Services  equivalent  to  the  duties  of  positions  within 
the  Commonwealth's  classification  plan;  any  service  which  corresponds 
substantially  with  the  scope  of  duties  of  a  position  in  the 
Commonwealth's  classification  plan  may  be  compensated  at  a  rate  not 
exceeding  twenty-five  percent  above  Step  I  of  the  salary  schedule  as 
provided  in  Massachusetts  General  Laws  Chapter  30  Section  46.  The  title 
of  the  classification  shall  be  entered  in  the  section  titled  6  RATE 
APPROVAL  LINE  1,  Face  page  of  Form  AF-4. 

NB.  The  rate  to  be  submitted  on  the  AF-4  shall  be  the 
weekly  salary  appearing  on  the  schedule  plus  the 
optional  25%.  If  a  daily  rate  or  hourly  rate  is  used, 
the  computation  shall  be  in  the  following  format: 

Ex.  A  title  is  needed  on  03  at  entry  of  Job  Group  12 

229.40  (weekly  rate)/5  =  45. 88 (daily  rate) 

The  hourly  rate  is  determined  by  dividing  the  daily 
rate  by  the  appropriate  number  of  work  hours  per  day 
for  the  class. 

4.08.  Contracts  with  Individuals 

4.081.     No  service  may  be  authorized  to  be  provided  by  a 
contractor  who  is  an  individual,  unless  one  or  more  of  the  following 
conditions  are  met: 
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(a)  The  service  is  a  professional  service,  which  personnel 
in  the  service  of  the  contracting  agency  ordinarily  do  not  render  or  are 
not  currently  available  to  render,  and  which  is  for  a  limited  duration. 
For  the  purpose  of  this  clause  "limited  duration"  shall  mean  not 
exceeding  one  year.  Upon  a  request  by  an  agency  and  certification  by 
the  secretary  of  its  executive  office  in  writing  as  to  the  need  for  such 
waiver,  the  Secretary  of  Administration  may  waive  the  applicability  of 
this  sub  section. 

(b)  The  contractor  is  a  student  intern;  or  a  patient, 
inmate,  resident  or  student  of  an  institution  operated  by  the 
Commonwealth;  or  a  client  of  a  social  service  program  funded  by  or 
operated  by  the  Commonwealth; 

(c)  The  number  of  hours  of  service,  under  the  terms  of 
contract,  will  not  exceed  20  in  any  week; 

(d)  The  contractor  is  an  employee  of  a  regional  mosquito 
control  district  (M.G.L.  Ch.  252,  Sec.  5B); 

(e)  The  contractor  is  paid  from  proceeds  of  a  bond  issue 
authorized  prior  to  March  12,  1974; 

(f)  The  contractor  is  a  blind  person  employed  by  the 
Division  of  the  Blind. 

4.082.  No  contract  with  an  individual,  other  than  a  person 
hired  under  paragraphs  4.081  (e),  (f),  or  (g),  shall  provide  for  his 
inclusion  in  the  state  employees1  group  insurance. 

4.083.     No  contract  with  an  individual  for  services  compensated 
on  the  basis  of  a  periodic  rate  shall  provide  for  or  permit  compensation 
for  any  time,  such  as  vacation  time,  sick  time,  or  holidays,  during 
which  the  contractor  does  not  actually  perform  services  under  the 
contract . 

4.084.  No  contract  with  an  individual  shall  provide  for  his 
inclusion  in  the  state  employees'  retirement  system,  unless  such 
contract  is  a  continuation  or  renewal,  without  interruption  of  a 
contract  in  effect  on  March  11,  1974,  under  which  such  individual  was 
included  in  the  retirement  system. 

4.085.  Comptroller's  Division  Circular  Letter  #794  dated 
December  14,  1973  called  attention  to  the  requirement  that  the 
Commonwealth  file  an  annual  information  return  (Form  1099)  with  the 
Internal  Revenue  Service  and  the  Department  of  Revenue  not  later  than 
the  last  day  of  February,  disclosing  the  amounts  paid  to  certain  classes 
of  persons  other  than  those  subject  to  the  withholding  requirement. 

All  payments  to  such  person  aggregating  $600.00  or  more 
must  be  reported. 

The  Comptroller's  Division  will  prepare  the  1099  forms 
for  those  persons  whose  payments  were  processed  on  standard  invoices. 
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Each  spending  agency  making  payments  from  advance 
funds,  or  processing  payments  on  invoice  warrants  to  such  persons  must 
prepare  the  required  Form  1099. 

4.086.     Each  individual,  on  a  professional  services  contract, 
who  submits  a  standard  invoice  for  payment,  must  indicate  on  each  stan- 
dard invoice  the  total  amount  they  have  been  paid  during  the  current 
fiscal  year  under  said  contract  and  also  identify  any  other  State  03 
contracts  for  which  they  are  receiving  compensation. 

4.09.  Maximum  Obligations 

Every  request  for  authorization  of  services  shall  show  clearly  the 
maximum  limit  of  the  Commonwealth's  obligation  under  the  contract, 
expressed  as  a  single  dollar  figure.  The  maximum  obligation  may  not  be 
expressed  in  the  form  of  a  formula  or  indefinite  quantity,  such  as  a 
fixed  dollar  figure  "plus  expenses".  The  maximum  obligation  stated  on 
the  AF-4  form  must  be  the  same  as  the  maximum  obligation  on  the  fully 
executed  contract. 

4.10.  Availability  of  Funds 

The  requesting  agency  shall  certify,  and  the  approving  secre- 
tary shall  determine,  that  funds  are  available  up  to  the  stated  maximum 
limit  of  obligation  for  the  purposes  of  the  contract.  Funds  may  be  cer- 
tified prior  to  a  fiscal  year  in  anticipation  of  appropriation  provided 
that  total  funds  certified  for  expenditure  from  any  account  do  not 
exceed  the  amount  of  funds  appropriated  to  such  account  for  such  pur- 
poses for  the  then  fiscal  year  or  the  amount  of  funds  recommended  by  the 
Governor  to  be  appropriated  to  such  account  for  such  purpose  for  the 
next  fiscal  year,  whichever  is  less.  In  the  case  of  a  contract  to  be 
funded  from  federal  funds,  this  shall  require  that  a  binding  commitment 
has  been  made  by  a  federal  agency,  as  evidenced  by  a  letter  of  credit,  a 
letter  of  intent,  or  actual  release  of  funds  to  the  Commonwealth,  to 
provide  funds  sufficient  to  meet  the  costs  of  the  contract,  under  con- 
ditions of  award  which  are  fully  met  by  the  contract. 

4.11.  Selection  of  Contractor 

4.111.  The  process  for  selection  of  contractors  to  perform  ser- 
vices for  the  Commonwealth  shall  be  as  competitive  as  practicable  under 
the  circumstances. 

4.112.  No  contract  with  an  organization  to  perform  services 
classified  under  object  codes  201  or  219  (other  than  time  service, 
appraisers,  sheriffs,  constables,  military  service,  witness  fees,  workers 
and  blind  consignors)  in  the  subsidiary  account  code  manual,  and  costing 
over  $500.00,  may  be  awarded  except  pursuant  to  a  competitive  bidding 
procedure  involving  the  solicitation  of  bids  by  posting  in  a  conspicuous 
public  place  or  newspaper  of  general  circulation  or  a  widely  distributed 
trade  journal. 

4.113.  No  original  contract  for  professional  services  having  a 
maximum  obligation  of  $40,000.00  or  more  may  be  awarded  except  pursuant 
to  a  selection  procedure  involving  either  the  solicitation  of  formal 
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written  proposals  from  at  least  three  qualified  vendors,  or  selection 
from  a  list  of  prequalified  contractors,  established  under  a  prequalifi- 
cation  procedure  previously  approved  in  writing  by  the  Commissioner  of 
Administration.  This  requirement  shall  not  apply  to  modification  or 
renewal  of  such  contracts. 

4.114.     The  selection  procedures  prescribed  in  the  foregoing 
paragraphs  may  be  waived  by  the  Commissioner  of  Administration. 

(a)  There  is  only  one  vendor  qualified  to  perform  the  work 
in  view  of  either  the  uniquely  specialized  nature  of  the  service  or  the 
monopolistic  structure  of  the  market  (including  any  case  in  which  the 
contractor  is  a  public  utility  or  public  agency); 

(b)  The  service  is  necessary  to  respond  to  an  emergency 
involving  an  immediate  threat  to  the  health  or  safety  of  persons  or  to 
the  protection  of  property. 

4.12.  Contract  modifications 

4.121.  A  contract  for  the  provision  of  services  for  which 
authorization  has  been  obtained  hereunder  may  subsequently  be  modified  by 
mutual  agreement  of  the  agency  and  the  contractor.  Modifications 
requiring  approval  of  the  appropriate  secretary  involve  the  following: 

(a)  A  change  of  identity  of  the  contractor; 

(b)  A  change  of  the  appropriation  account  or,  in  the  case 
of  a  blanket  service  authorization  (paragraph  4.043), 
the  object  code, 

(c)  A  change  in  the  basic  purpose  or  type  of  service; 

(d)  An  increase  in  the  rate; 

(e)  An  increase  in  the  maximum  obligation; 

(f)  An  extension  of  the  expiration  date. 

4.122.  If  any  of  the  provisions  enumerated  in  the  foregoing 
paragraph  are  changed,  an  amendatory  form  AP-4  must  be  submitted  by  the 
agency,  identifying  the  original  request  for  services  which  is  to  be 
amended,  and  describing  the  area  in  which  the  original  request  is  to  be 
amended. 

Any  request  for  modification  shall  be  treated  as  an 
original  request  for  authorization  of  services  for  the  purposes  of  these 
regulations  (Part  4),  subject  to  the  qualification  stated  in  paragraph 
4.123,  following. 

4.123.  An  amended  form  AF-4  must  be  approved  and  filed  with 
the  Comptroller  as  in  paragraph  4.05  if  the  modification  is  of  the 
following  type: 

(a)  A  change  in  the  identity  of  the  contractor. 
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(b)  An  increase  in  the  maximum  obligation. 

(c)  A  change  in  the  appropriation  account. 

In  the  case  of  a  modification  not  listed  under  clauses 
(a)  through  (c)  above,  secretarial  approval  and  filing  with  the 
Comptroller  of  the  modifications  need  not  precede  the  effective  date  of 
such  modification  but  payment  will  be  made  only  after  such  modification 
and  filing  is  made. 

4.13.  Clerical  Services 

No  agency  may  contract  with  an  individual  for  the  provision  of 
temporary  clerical  services,  except  to  record  and  transcribe  hearings. 
An  agency  may,  however,  contract  with  an  organization  for  emergency 
clerical  assistance. 

4.14.  Supervision  of  Employees  by  Contractors 

No  contractor  shall  directly  or  indirectly  supervise  any  employee 
of  the  Commonwealth.  The  term  "supervise"  shall  mean  to  direct  the 
activities  of  an  employee  on  a  continuing  and  comprehensive  basis,  by 
either  "direct"  communication,  verbal  or  written,  from  the  contractor  to 
the  employee,  or  by  "indirect"  communiction  through  a  third  party.  This 
paragraph  shall  not  be  interpreted  to  prevent  an  agency  from  using  its 
employees  to  perform  services,  such  as  stenographic  service,  which 
assist  or  support  the  work  of  a  contractor,  so  long  as  support  services 
are  of  the  type  ordinarily  performed  by  the  agency  and  by  the  employees 
thereto  and  so  long  as  the  contractor  does  not  provide  day-to-day  direc- 
tion of  such  employees. 

4.15.  Approval  by  the  Attorney  General 

4.151.  Contracts  for  legal  services  must  be  approved  by  the 
Attorney  General.  Notification  of  such  approval  must  be  received  by  the 
Comptroller  prior  to  authorization  for  payment  thereunder. 

4.152.  Contracts  for  other  services  under  the  03  subsidiary 
are  not  required  to  be  submitted  to  the  Attorney  General  for  approval  as 
to  form. 
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I.    TYPE  OF       QJFor  a  new  service.       [jFor  a  blanket  service  authorization,  justification  is  shown  below  in  item  2. 
^)To  renew  or  modify  a  previously  approved  authorization  dated  reference  no. 


2.    DESCRIPTION  OF  SERVICES  AND  JUSTIFICATION  OF  NEEOl  including  reason  services  cannot  be  provided  by  existing  state  positions) 


3.    DURATION:    From 


to 


4.    CONTRACTOR:  (not  required  if  blanket  service  contractors  may  vary) 
A  Name  and  address 

8.  Qualifications  to  perform  the  service 


C.  Has  individual  been  on  state  payroll  in  this  agency  during  the  last  12  months'  .JYcs  _JNo 

(if  yes.  attach  explanation  of  change) 
D    Other  present  income  from  the  Commonwealth  as  of  this  date: 

sou.. ce  AMOUNT  s 


COMPTROLLERS   OATE   STAMP 


E.  Names  and  addresses  of  other  persons  having  any  financial  interest  in  the  contract(  incl.  ownership  of  mere  than  1 f§  of  corporate  stock. 


5.    COMPENSATION: 
A.   Rate  J  per 


B.   Ha«  imurp  Obligation 


6.    RATE  APPROVAL:    The  above  rate  is  -  • 

Jin  compliance  with  rate  schedules  for(  service  or  classification) 


Qthc  lowest  qualified  bid  or  proposal  of  three  or  more  bids  or  proposals. 
attach  a  desaipuon  of  the  bid  process  and  a  list  of  the  bidders  and  their  prices) 
~" [not  in  excess  of  previously  approved  rate  for  these  services, 
subject  to  approval  of  the    | [Personnel  Administrator       jRate  Setting  Commission. 

APPROVEO      QnOT  APPROVED  •  Reason: 


Signature 


,  Administrator/Commissioner 


Dale 


TO  THE  COMPTROLLER: 

It  is  hereby  certified  under  penalty  of  perjury  that,  to  the  best  of  my  knowledge  and  belief,  all  statements  made  on  both  sides  of  this  form  are 

Uut,  and  that  I  am  familiar  with  G.L.  Chapter  29.  Section  29A.  Chapter  I  230  of  the  Acts  of  1973.  and  Administrative  Bulletin  82  •  I . 

It  is  also  certified  that  sufficient  funds  are  available  in  (he  above  appropriation  account  for  purposes  of  this  authorization. 


ACt  nC  T   Mt»0 


T  il  U 


Date 


AUTHORIZATION:   [^APPROVED      ^]nOT  APPROVED  •  Reason 
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The  two  lypei   of  consultants,   their  definitions  and  descriptions   are. 

A.  CONSULTANT  PROVIDING  INDIVIDUAL  SERVICE  UNDER  DIRECT  CONTROL 

These  consultants  are  individuals  «ho  are  under  the  direct  control     and  supervision  of  state  officers  or  employses.  and  are  required 
to  te  sjb(ect  to  their  instructions,  not  only  as  to  the  result  to  be  accomplished  but  also  to  the  means  and  methods  to  be  utilised  m  the  perform- 
ance of  the  work.    They  are  to  be  treated  as  employees  for  payment  purposes  and  remunerated  only  through  the  03  payroll  mechanism. 

Arw  consultant  as  defined  above  otiose  annual  salary  equals  01  exceeds  the  state  employees  classification  in  step  I  of  |0b  group  XXV.and  *ho 
holds  a  maior  policy-making  position,  shall  file  a  Statement  of  Financial  Interest  with  the  State  Ethics  Commission. 

Check  the  following  blocks  as  applicable: 

This  contractor  is  engaged     (_jFull-time      [    JP  art-time        ^Seasonally,  and  further  is  a      (     JMale  Minority 

J JMale  non-minority      | (Female  minority      j_JFei»alc  non-minor. ty      Qpcmale  in  10b  grade  15  or  above. 

B.  INDEPENDENT  CONSULTANT 

These  consultants  may  be  individuals,  partnerships  or  corporations.    They  have  unique  abilities  not  available  in  legislatively 
approved  positions.    They  are  independent  consultants  providing  services  or  products  not  requiring  the  direct  control  of  state  officers  or  em- 
ployees as  to  the  means  and  methods  :o  be  utilized  m  the  performance  of  the  work.   Secretarial  control  over  program  definition,  length,  antic- 
ipated results  and  price  is  required  and  understood.    The/  a,e  to  bo  Heated  'or  payment  purposes  as  any  other  vendor,  and  are.subiect  to  Stand- 
ard Invoices. 

INSTRUCTIONS. 

For  regulations  and  requirements,  the  requesting  agency  should  refer  to  G.L.  Chap.  2*.  Sect.  29A.  and  to   Chap.  1230  of  the  Acts  of  1973. 

For  blanket  service  authorization  u  is  net  necessary  to  furnish  the  information  requested  in  item  4  if  tne  identity  of  the  contractors  cannot  be 
predicted  w.m  certainty.    However,  it  is  necessary  to  |ustify  m  item  2  the  use  of  a  blanket  service  and  to  state  the  ob|ect  code  in  which  the 
service  will  fall. 

DISTRIBUTION 

Agency:   Send  the  original  with  all  required  attachments  and6  copies  of  this  form  to  your  Executive  Office:    retain  a  file  copy. 
Executive  Office:    Send  original  with  attachments  to  the  Compuoller.  and  I  copy  each  (without  attachments)  to: 

House  and  Senate  Committees  on  Ways  and  Means  Budget  Bureau 

Legislative  Committee  on  Post  Audit  and  Oversight  State  Ethics  Commission 

Retain  a  file  copy  with  copied  attachments 

A  copy  shall  be  considered  to  be  "filed'   with  the  Comptroller  when  it  is  delivered  to  the  office  of  the  Comptroller's  Division. 
A  receipt  date  imprinted  on  the  form  with  the  use  of  the  Comptroller's  date  stamp  will  be  conclusive  evidence  of  the  fact  and 
date  of  filing. 

If  the  servica  contractor  is  a  corporation,  the  following  affidavit  must  be  completed: 

AFFIDAVIT  OF  COMPLIANCE  Executive  Office  of  Administration  and  Finance 

The  Commonwealth  of  Massachusetts 

(^MASSACHUSETTS  BUSINESS  CORPORATION     Qf  OREIGN(non-Mas  sachuselts)  CORPORATION 
QnON  PROFIT  CORPORATION 


|    ^ ,   LjPresidenl       ~)c  lerk  of 

'  TvPtONAUC  — ■  NAME   OF   C  ORPO* AT  IO  N 

whose  principal  office  is  located  at 

do  hereby  certify  that  the  above  named  corporation  has  filed  with  the  State  Secretary  all  certificates  and  annual  reports  required 
by  Chapter  IS6B.  Section  109  (business  corporation),  by  Chapter  181,  Section  4  (foreign  corporation),  or  by  Chapter  180,  Section 
26A  (non-profit  corporation)  of  the  Massachusetts  General  Laws. 

SIGNED  UNDER  THE  PENALTY  OF  P  ERJURY  this  day  of .  19 

SIGNATURE  OF  ntSPONSlBLt   CORPORATE  OFFICE  H 


Resident  Engineer 
(Grade  26) 


w^ 


L  -* 


Over   15 
years 


598.64 


1.25 


rel 

Qual. 
Experience 

Salary 
Schedule 

x  - 

Fringe 

Total 
Salary 

Assistant  Resident 
Engineer  (Grade  19) 

5  years 

443.81 

X 

1.25 

- 

554.76 

Resident  Engineer  I 
(Grade  21) 

10  years 

485.98 

X 

1.25 

■ 

607.47 

Resident  Engineer  II 
(Grade  23) 

15  years 

532.38 

X 

1.25 

- 

665.47 

748.30 
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September  16,  1976 

TO:    State  Appointing  Authorities 

FROM:   Wallace  H.  Kountze,  Personnel  Administrator 

SUBJECT:    Filling  Authorized  Positions  "In  Lieu" 

Personnel  Memorandum  No.  7  6-32 

Personnel  Memorandum  Number  76-16,  dated  June  9,  1976,  is 
rescinded.   A  more  definitive  policy  is  announced  below  for  fill 
of  a  position  "in  lieu"  of  an  authorized  position.   The  following 
guidelines  will  apply: 

A.  Under  exceptional  circumstances,  an  authorized  position 
may  be  filled  "in  lieu"  on  a  permanent  basis.   In  each 
case  where  such  authority  is  granted,  every  effort  must 
be  made  by  the  Appointing  Authority  to  remedy  the  "in  lieu" 
status  as  the  original  circumstances  abate.   Conditions 
under  which  the  Personnel  Administrator  may  grant  approval 
are  listed  below. 

(1)  When  an  employee's  position  is  reallocated  via  a  study 
or  appeal  and  it  is  necessary  to  protect  the  employee's 
rights  in  his/her  former  position. 

(2)  When  an  Appointing  Authority  desires  to  hire  an  employee 
from  the  re-employment  list  by  use  of  a  lower  title 

"in  lieu"  of  a  higher  level  vacancy. 

(3)  When  the  labor  market  makes  it  impossible  for  an 
Appointing  Authority  to  fill  the  higher  level  position. 
The  Appointing  Authority  can  request  to  use  an  existing 
civil  service  list  in  a  lower  title. 

(4)  When  funding  levels  preclude  filling  the  higher  level 
position.   The  Appointing  Authority  can  request  to  use 
an  existing  civil  service  list  in  a  lower  level  title. 

(5)  When  staffing  of  authorized  positions  at  a  particular 
level  is  limited.   An  Appointing  Authority  can  request 
to  use  a  lower  level  title  "in  lieu"  of  a  higher 
authorized  position. 
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B.  Both  positions  must  be  in  the  same  occupational  group 
unless  exceptional  circumstances  are  justified  by  the 
Appointing  Authority  to  the  Personnel  Administrator. 

C.  If  an  eligible  list  exists  for  the  authorized  position 
no  temporary  "in  lieu"  will  be  authorized. 

D.  If  the  "in  lieu"  temporary  position  exceeds  twelve  months , 
a  permanent  staffing  change  will  be  made,  unless  extended 
by  this  Division  at  the  request  of  the  Appointing  Authority 
for  unusual  circumstances. 

E.  If  the  authorized  position  is  a  non-civil  service  position 
or  an  exempt  position,  the  temporary  "in  lieu"  position  may 
not  be  a  civil  service  position  and  if  the  authorized  position 
is  a  civil  service  position,  the  temporary  "in  lieu"  position 
may  not  be  a  non-civil  service  or  exempt  position. 

Questions  concerning  the  State-wide  application  of  this  policy 
should  be  directed  to  Mr.  James  Hartnett,  Director,  Bureau  of 
Classif icaticn,  Telephone  727-2715. 


Bureau  of  Personnel 

294  Washington  Street 

Boston  021  OS 


<?/>'  IJ&mm&nuvau/i/ 
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f./ifi/irc 


February   6,    1975 


TO: 


SUBJECT: 


ALL  APPOINTING  AUTHORITIES 


PROFESSIONAL  RECRUITMENT 


Under  date  of  April  2,  197*1,  a  copy  of  the  Regulations  Governing 
Recruitment  in  Classes  Designated  to  be  Professional  under  the 
authority  of  Section  46,  Paragraph  (5A)  of  Chapter  30  of  the  General 
Laws,  were  distributed  to  all  appointing  authorities.   Accordingly, 
your  attention  is  invited  to  paragraph  4,  Appointments ,  of  these 
regulations  which  requires  that  the  appointment  (Form  555)  of  a 
person  so  recruited  must  contain  the  following: 

1)  A  notation  in  the  "Remarks"  section  that  the  person  was 
"Recruited  under  the  provisions  of  Section  46,  Paragraph 
(5A)  of  Chapter  30  of  the  General  Laws;"  and 

2)  A  copy  of  the  form  or  letters  certifying  comparable  service, 
a  certification  that  the  person  to  be  recruited  has  not  held 
a  personal  services  contract  (consultant  employed  under 
subsidiary  code  "03")  with  nor  has  been  in  the  service  of 

the  Commonwealth  within  a  twelve  (12)  month  period  immediately 
prior  to  the  effective  date  of  the  proposed  recruitment,  and 
the  details  of  the  service  deemed  to  be  comparable. 

Form  AF-10,  implemented  via  Administrative  Bulletin  74-4,  must  now 
be  utilized  to  satisfy  the  requirements  of  2.  above;  and  it  should  be 
noted  that  the  "Comparable  Service"  portion  of  this  form  requires  that 
a  resume  be  attached  thereto. 

Many  appointments  are  being  received  in  this  Bureau  without  the 
required  Form  AF-10  and/or  resume  attached  and  you  are  reminded  that 
we  are  unable  to  process  them  without  these  documents. 


y  yours, 


V .  Weston 
rector  of  Personnel 
nd  Standardization 
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SCHEDULE  OF  CLASSES  DESIGNATED  AS  PROFESSIONAL 

AIRPORT  ENGINEER 

ASSISTANT  AIR  POLLUTION  CONTROL  ENGINEER 

ASSISTANT  AREA  DIRECTOR,  DSS 

ASSISTANT  BACTERIOLOGIST 

ASSISTANT  BUILDING  CONSTRUCTION  ENGINEER 

ASSISTANT  BUILDING  CONSTRUCTION  ENGINEER,  UNIVERSITY  OF 
MASSACHUSETTS,  BOSTON 

ASSISTANT  BUILDING  CONSTRUCTION  PLANNING  ENGINEER 

ASSISTANT  BUILDING  CONSTRUCTION  PLANS  AND  SPECIFICATIONS  ENGINEER 

ASSISTANT  CHEMIST 

ASSISTANT  CHIEF  OF  LABORATORY,  P.W.D. 

ASSISTANT  CIVIL  ENGINEER 

ASSISTANT  DIETITIAN 

ASSISTANT  DIRECTOR  OF  BIOLOGIC  LABORATORIES/SCIENnFIC/ 

ASSISTANT  DIRECTOR  OF  NURSES 

ASSISTANT  ELECTRICAL  ENGINEER 

ASSISTANT  FEDERAL  AID  ENGINEER 

ASSISTANT  HEMODIALYSIS  NURSE 

ASSISTANT  INDUSTRIAL  HYGIENE  ENGINEER 

ASSISTANT  MECHANICAL  ENGINEER 

ASSISTANT  PHYSICIAN 

ASSISTANT  RADIOLOGICAL  HEALTH  ENGINEER 

ASSISTANT  SANITARY  ENGINEER 

ASSISTANT  STAFF  PSYCHOLOGIST 

ASSISTANT  STRUCTURAL  ENGINEER 

ASSISTANT  SUPERVISOR  IN  EDUCATION 


D-l-32 


ASSISTANT  SUPERVISOR  OF  EDUCATION,  CORRECTION 

ASSISTANT  TRANSPORTATION  PLANNING  ENGINEER 

ASSOCIATE  AIR  POLLUTION  CONTROL  ENGINEER 

ASSOCIATE  CIVIL  COMPUTATIONAL  ENGINEER 

ASSOCIATE  CIVIL  ENGINEER 

ASSOCIATE  CRIMINAL  JUSTICE  PLANNER 

ASSOCIATE  ENVIRONMENTAL  ENGINEER 

ASSOCIATE  ENVIRONMENTALIST 

ASSOCIATE  PLANNER 

ASSOCIATE  SANITARY  ENGINEER 

ASSOCIATE  STRUCTURAL  ENGINEER 

ASSOCIATE  TRANSPORTATION  PLANNING  ENGINEER 

BIOCHEMIST 

CHAPLAIN 

CHIEF  ACCOUNTANT 

CHIEF,  ALCOHOLIC  SERVICES 

CHIEF  BACTERIOLOGIST 

CHIEF  HEMODIALYSIS  NURSE 

CHIEF  HOSPITAL  SUPERVISOR,  GRADUATE  NURSE 

CHIEF  METHODS  AND  SYSTEMS  ANALYST 

CHIEF  OF  LABORATORY 

CHIEF  OF  LABORATORY,  DEPARTMENT  OF  PUBLIC  SAFETY 

CHIEF  OF  LABORATORY,  LAWRENCE 

CHIEF  OF  LABORATORY,  P.W.D. 

CHIEF  OF  STEROID  LABORATORY 

CHIEF  PSYCHOLOGIST 

CHIEF  PUBLIC  HEALTH  NUTRITION  SUPERVISOR 


D-l-33 

CHIEF  X-RAY  TECHNICIAN 

CHLORINATTON  PLANT  CHEMIST 

CLINICAL  SOCIAL  WORK  SUPERVISOR 

COMMUNICATIONS  ANALYST  (MEMO  9/28/82) 

COMMUNITY  MENTAL  HEALTH  NURSING  ADVISOR 

COMMUNITY  MENTAL  HEALTH  NURSING  ADVISOR  SPECIALIST 

COMMUNITY  RESOURCE  DEVELOPER  (1/22/84) 

COORDINATOR  FOR  POLICE  HIGHER  EDUCATION,  BOARD  OF  HIGHER  EDUCATION 

COORDINATOR  OF  DAY  CARE  SERVICES 

COUNSEL  I 

COUNSEL  II 

CYTOTECHNICIAN 

DATA  PROCESSING  COORDINATOR 

DAY  CARE  DEVELOPMENTAL  SPECIALIST 

DENTAL  HYGIENIST 

DENTAL  TECHNICIAN 

DENTIST 

DIRECTOR  OF  RESEARCH  IN  DRUG  ADDICTION 

ECONOMIST  III 

EDP  PROGRAMMER  III 

EDP  PROGRAMMER  IV 

EDP  PROGRAMMER  V 

EDP  SOFTWARE  SPECIALIST 

EDP  STAFF  SUPERVISOR 

EDP  SYSTEMS  ANALYST  III 

EDP  SYSTEMS  ANALYST  IV 

EDUCATIONAL  SPECIALIST  I 

EDUCATIONAL  SPECIALIST  II 

EDUCATIONAL  SPECIALIST  III 


D-l-34 
EDUCATIONAL  SPECIALIST  IV 

EDUCATION  INFORMATION  OFFICER 

ELECTRONIC  DATA  PROCESSING  SYSTEMS  COORDINATOR 

ELECTRONICS  TECHNICIAN  (WHEN  USED  IN  HOSPITALS  AND  CLINICS  ONLY) 

ENGINEER  OF  GAS  UTILITIES 

ENVIRONMENTAL  BIO-ENGINEER 

EPIDEMIOLOGIST 

GRADUATE  NURSE 

GRADUATE  NURSE  AND  ASSISTANT  TO  STATE  HOUSE  PHYSICIAN 

GRADUATE  PRACTICAL  NURSE 

GRANTS  MANAGEMENT  SPECIALIST 

HEAD  CORRECTION  SOCIAL  WORKER 

HEAD  DAY  CARE  DEVELOPMENTAL  SPECIALIST 

HEAD  NURSE 

HEAD  NURSE,  DEPARTMENT  OF  MENTAL  HEALTH 

HEAD  OCCUPATIONAL  THERAPIST 

HEAD  RECREATIONAL  THERAPIST 

HEAD  SOCIAL  WORKER  (WHEN  UTILIZED  IN  HOSPITALS  AND  CLINICS  ONLY) 

HEAD  TEACHER  OF  INSTITUTION  SCHOOL 

HEARINGS  OFFICER,  EXECUTIVE  OFFICE  FOR  ADMINISTRATION  AND  FINANCE 

(MEMO  DATE  3/V82) 

HEMODIALYSIS  NURSE 

HOME  TEACHER  OF  THE  BLIND 

HOSPITAL  INSPECTOR 

HOSPITAL  NURSE  SPECIALIST 

HOSPITAL  SUPERVISOR,  GRADUATE  NURSE 

HOSPITAL  SUPERVISOR,  LICENSED  PRACTICAL  NURSE 

HOSPITAL  TECHNICIAN 

INDUSTRIAL  SCHOOL  INSTRUCTOR 


D-l-35 

INSTITUTION  SCHOOL  TEACHER 

INSURANCE  AUDITOR  II 

JUNIOR  AIR  POLLUTION  CONTROL  ENGINEER 

JUNIOR  AIRPORT  ENGINEER 

JUNIOR  BACTERIOLOGIST 

JUNIOR  BIOCHEMIST 

JUNIOR  CHEMIST 

JUNIOR  CIVIL  ENGINEER 

JUNIOR  ELECTRICAL  ENGINEER 

JUNIOR  FEDERAL  AID  ENGINEER 

JUNIOR  HOSPITAL  FACILITIES  ENGINEER 

JUNIOR  MECHANICAL  ENGINEER 

JUNIOR  MENTAL  HEALTH  COORDINATOR 

JUNIOR  PLANNING  ENGINEER 

JUNIOR  SANITARY  ENGINEER 

JUNIOR  TRANSPORTATION  PLANNING  ENGINEER 

LABORATORY  TECHNICIAN  (WHEN  USED  IN  HOSPITALS  AND  CLINICS  ONLY) 

LICENSED  PRACTICAL  NURSE 

LIBRARIAN  I 

LIBRARIAN  II 

MEDICAL  RECORDS  LIBRARIAN 

MENTAL  HEALTH  COORDINATOR 

MENTAL  RETARDATION  LICENSED  PRACTICAL  NURSE  (CONSENT  DECREE) 

MENTAL  RETARDATION  SENIOR  LICENSED  PRACTICAL  NURSE  (CONSENT  DECREE) 

NUCLEAR  MEDICINE  TECHNICIAN 

NURSE  PRACTITIONER 

NURSING  INSTRUCTOR 

OCCUPATIONAL  HYGIENE  PHYSICIAN 


D-l-36 
OCCUPATIONAL  THERAPIST 

ORGANIZING  EXTENSION  INSTRUCTOR 

PERSONNEL  TRAINING  TECHNICIAN 

PHARMACIST 

PHARMACIST  II  (3/25/84) 

PHYSICAL  THERAPIST 

PHYSICIAN  I 

PHYSICIAN  II 

PHYSICIAN  III 

PHYSICIAN  ASSISTANT 

PRINCIPAL  CIVIL  ENGINEER 

PRINCIPAL  CLINICAL  SOCIAL  WORKER 

PRINCIPAL  CONSTRUCTION  ENGINEER,  DEPARTMENT  OF  COMMUNITY  AFFAIRS 

PRINCIPAL  ELECTRICAL  ENGINEER 

PRINCIPAL  ENVIRONMENTAL  ENGINEER 

PRINCIPAL  FEDERAL  AID  ENGINEER 

PRINCIPAL  MECHANICAL  ENGINEER 

PRINCIPAL  OF  COMMUNITY  CLINICAL  NURSERY  SCHOOLS 

PRINCIPAL  OF  INSTITUTION  SCHOOL 

PRINCIPAL  PERSONNEL  TRAINING  TECHNICIAN 

PRINCIPAL  PLANNER 

PRINCIPAL  PSYCHOLOGIST 

PRINCIPAL  SANITARY  ENGINEER 

PRINCIPAL  STRUCTURAL  ENGINEER 

PRINCIPAL  TRANSPORTATION  DATA  ENGINEER 

PRINCIPAL  TRANSPORTATION  PLANNING  ENGINEER 

PROGRAMMING  STAFF  SUPERVISOR 

PROGRAM  SPECIALIST 

PROJECT  DIRECTOR,  BOARD  OF  HIGHER  EDUCATION 


D-l-37 

PROJECT  DIRECTOR,  DEPARTMENT  OF  EDUCATION 

PROJECT  MANAGER,  SOLID  WASTE  DISPOSAL 

PSYCHIATRIST  I 

PSYCHIATRIST  II 

PSYCHIATRIST  III 

PSYCHOPHARMACOLOGIST 

PUBLIC  HEALTH  DENTAL  HYGIENE  SUPERVISOR 

PUBLIC  HEALTH  DENTAL  HYGIENIST 

PUBLIC  HEALTH  NURSING  ADVISOR 

PUB1IC  HEALTH  NURSING  ADVISOR/SPECIALIST/ 

PUBLIC  HEALTH  NUTRITION  SUPERVISOR 

PUBLIC  HEALTH  NUTRITION  WORKER 

PUBLIC  HEALTH  PHYSICAL  THERAPIST 

PUBLIC  HEALTH  PHYSICAL  THERAPY  SPECIALIST 

PUBLIC  HEALTH  PHYSICIAN 

PUBLIC  UTILITIES  ENGINEER 

RADIATION  SCIENTIST 

REGIONAL  CHILDREN'S  MENTAL  HEALTH  AND  RETARDATION  SERVICES  COORDINATOR 

REGIONAL  PLANNER,  BUREAU  OP  TRANSPORTATION,  PLANNING  AND 
DEVELOPMENT,  DEPARTMENT  OP  PUBLIC  WORKS 

REGISTRAR  OF  NURSES  AND  PRACTICAL  NURSES  (12/27/7^) 

REHABILITATION  COUNSELOR 

REHABILITATION  COUNSELOR,  COMMISSION  FOR  THE  BLIND 

RENAL  DIALYSIS  TECHNICIAN 

RESEARCH  NEUROPHYSIOLOGIST 

SANITARY  BACTERIOLOGIST  AND  CHEMIST 

SCHOOL  PLANT  SPECIALIST 

SCHOOL  RESIDENT  NURSE 


D-l-38 

SENIOR  AIR  POLLUTION  CONTROL  ENGINEER 

SENIOR  AUDITOR 

SENIOR  BACTERIOLOGIST 

SENIOR  CHEMIST 

SENIOR  CIVIL  ENGINEER 

SENIOR  CIVIL  SERVICE  MEDICAL  EXAMINER 

SENIOR  CONSTRUCTION  ENGINEER,  DEPARTMENT  OF  COMMUNITY  AFFAIRS 

SENIOR  ELECTRICAL  ENGINEER 

SENIOR  FEDERAL  AID  ENGINEER 

SENIOR  HOSPITAL  INSPECTOR 

SENIOR  INDUSTRIAL  SANITARY  ENGINEER 

SENIOR  LICENSED  PRACTICAL  NURSE 

SENIOR  MECHANICAL  ENGINEER 

SENIOR  METHODS  AND  SYSTEMS  ANALYST 

SENIOR  PERSONNEL  TRAINING  TECHNICIAN 

SENIOR  PLANNER 

SENIOR  PROGRAM  ANALYST,  EXECUTIVE  OFFICE  OF  HUMAN  SERVICES 

SENIOR  PROGRAM  SPECIALIST 

SENIOR  RENAL  DIALYSIS  TECHNICIAN 

SENIOR  SANITARY  ENGINEER 

SENIOR  SOCIAL  WORKER  (WHEN  UTILIZED  IN  HOSPITALS  AND  CLINICS  ONLY) 

SENIOR  STRUCTURAL  ENGINEER 

SENIOR  SUPERVISOR  IN  EDUCATION 

SENIOR  TRANSPORTATION  DATA  ENGINEER 

SENIOR  TRANSPORTATION  PLANNING  ENGINEER 

SENIOR  WORKER  WITH  THE  BLIND 

SEWAGE  TREATMENT  PLANT  ENGINEER 


CWL-39 

SOCIAL  SCIENCE  RESEARCH  SPECIALIST 

SOCIAL  WORKER  (WHEN  UTILIZED  IN  HOSPITALS  AND  CLINICS  ONLY) 

SOCIAL  WORKER  II 

SOCIAL  WORKER  III 

SPECIALIST  IN  EARLY  CHILDHOOD  EDUCATION 

SPEECH  THERAPIST 

STAFF  CLINICAL  SOCIAL  WORKER 

STAFF  NURSE 

STAFF  NURSE,  DEPARTMENT  OF  MENTAL  HEALTH 

STAFF  PSYCHIATRIST 

STAFF  PSYCHOLOGIST 

STATE  HOUSE  PHYSICIAN 

STATE  OFFICE  BUILDING  PHYSICIAN 

SUPERINTENDENT  OF  STANDARDS  LABORATORY 

SUPERVISING  AIR  POLLUTION  CONTROL  ENGINEER 

SUPERVISING  AUDITOR 

SUPERVISING  CIVIL  COMPUTATIONAL  ENGINEER 

SUPERVISING  CIVIL  ENGINEER 

SUPERVISING  LABORATORY  TECHNICIAN 

SUPERVISING  OCCUPATIONAL  HYGIENE  NURSE 

SUPERVISING  PHYSICAL  THERAPIST 

SUPERVISING  PROGRAM  ANALYST 

SUPERVISING  SANITARY  ENGINEER 

SUPERVISING  STRUCTURAL  ENGINEER 

SUPERVISING  TRANSFORATION  DATA  ENGINEER 

SUPERVISING  TRANSPORTATION  PLANNING  ENGINEER 

SUPERVISING  TUBERCULOSIS  FIELD  NURSE 

SUPERVISING  X-RAY  TECHNICIAN 


D-l-40 

SUPERVISOR  IN  EDUCATION 

SUPERVISOR  OF  CONSERVATION  EDUCATION 

SUPERVISOR  OF  MEDICAL  SOCIAL  WORK 

SUPERVISOR  OF  OCCUPATIONAL  THERAPY 

SUPERVISOR  OF  PHYSICAL  RESTORATION 

SUPERVISOR  OF  RECREATION  FACILITY  CONSTRUCTION  PROGRAM 

SUPERVISOR  OF  RECREATION,  TEWKSBURY  HOSPITAL 

SUPERVISOR  OF  SCHOOLS  OF  NURSING 

SUPERVISOR  OF  SOCIAL  SERVICE  (WHEN  UTILIZED  IN  HOSPITALS  AND 
CLINICS  ONLY) 

SUPERVISOR  OF  SPEECH  THERAPY  AND  HEARING 

TAX  COUNSEL  (7/1/84) 

TELECOMMUNICATIONS  ENGINEER  (MEMO  DATE  7/1/82) 

TELECOMMUNICATIONS  SPECIALIST  (MEMO  DATE  3/4/82) 

TELEVISION  ENGINEER,  MASSACHUSETTS  EXECUTIVE  COMMITTEE  FOR 
EDUCATIONAL  TELEVISION 

THERAPIST  SPECIALIST,  M.C.I.  BRIDGEWATER  TREATMENT  CTR. 

X-RAY  TECHNICIAN 


~~C.  -—'■', 


commonwealth  of  massdchuseti 

PERSONNEL  INFORMATION 

department  o[  personnel  administration 


TO: 
FROM: 


State 


May   8,    1987 


ttthoritues 


David  A.  ftftley,  Personnel  Administrator 


n 


SUBJECT:   Schedule  Designating  Certain  Positions  as  Professional 


Under  the  authority  of  General  Laws,  Chapter  30,  Section  46, 
Paragraph  (5A) ,  as  amended,  the  Secretary  of  Administration  and  Finance 
has  approved  the  recommendation  of  the  Personnel  Administrator  that  the 
following  classes  be  designated  as  professional  effective  January  4,  1987 


ENVIRONMENTAL  ANALYST  I 
ENVIRONMENTAL  ANALYST  II 
ENVIRONMENTAL  ANALYST  III 


You  are  requested  to  add  the  above  listed  classes  to  the  Schedule  now 
in  your  possession. 

If  you  have  any  questions  relative  to  this  subject,  please  contact 
David  McDonald,  at  (617)  727-2713,  Ext.  528. 


DAH:gc 


commonwealth  of  massachusetts 

PERSONNEL  INFORMATION 

department  of  personnel  administration 


TO: 


FROM: 


Stat 


David 


April  23,  1987 


rities 


nel  Administrator 


SUBJECT:   Schedule  Designating  Certain  Positions  as  Professional 


Under  the  authority  of  General  Laws,  Chapter  30,  Section  46,  Paragraph  (5A) , 
as  amended,  the  Secretary  of  Administration  and  Finance  has  approved  the  recom- 
mendation of  the  Personnel  Administrator  that  the  following  class  be  designated 
as  professional  effective  September  28,  1986: 

MEDICAL  RECORDS  LIBRARIAN 

This  class  is  the  new  collective  bargaining  unit  1  class  established  as  the 
result  of  the  agreement  between  the  Commonwealth  of  Massachusetts  and  the  National 
Association  of  Government  Employees  (NAGE) . 

If  you  have  any  questions  relative  to  this  subject,  please  contact 
David  McDonald  at  (617)  727-2713. 


DAH:gc 


commonwealth  of  massachusetts 

PERSONNEL  INFORMATION 

department  of  personnel  administration 


TO: 


PROM: 


February  2,  1987 


orities 


onnel  Administrator 


SUBJECT:  Schedule  Designating  Certain  Positions  as  Professional 


Under  the  authority  of  General  Laws,  Chapter  30,  Section  46,  Paragraph  (5A), 
as  amended,  the  Secretary  of  Administration  and  Finance  has  approved  the  recommendation 
of  the  Personnel  Administrator  that  the  classes  listed  on  the  attached  enclosure  be 
desigiated  as  professional  effective  6-29-86. 

These  classes  are  the  new  collective  bargaining  unit  2,  8  and  10  classes 
established  as  the  result  of  the  agreement  between  the  Commonwealth  of  Massachusetts 
and  the  Alliance,  AFSCME/SEIU,  AFL-CIO. 

You  are  requested  to  substitute  the  classes  listed  on  the  enclosure  for  the  old 
units  2,  8  and  10  titles  on  the  schedule  now  in  your  possession. 

If  you  have  any  questions  relative  to  this  subject,  please  contact 
Mr.  Thomas  A.  Donovan  at  (617)  727-2713. 


Enclosure 


Exhibit  D-2  D-2-1 

ORDER  OF  FILES  FOR  DELEGATION  FORMS 

1.  Establishment  of  Federal  Temporary  Positions: 

A.  File  Index: 

1)   Federal  Temporary  Position  Notice  (FTPN)  filed 
chronologically . 

B.  File  Contents: 

1)  Federal  Temporary  Position  Notice. 

2)  Form  30  for  each  position  (by  account  and  position  number). 

3)  Organization  Chart  (by  account). 

4)  Grant  Notice  (by  account) 

2.  Emergency  Appointments: 

A.  File  Index: 

1)   Emergency  Appointment  Justification  Record  filed  by 
account  number  then  by  effective  date  of  appointment. 

B.  File  Contents: 

1)   Emergency  Appointment  Justification  Record. 

3.  Establishment  of  Sick  Leave  (Rule  LS-18)  Positions: 

A.  File  Index: 

1)   LS-18  Record  filed  by  account  number  and  then  by  position 
number  within  the  appropriate  LS-18  Summary  file. 

B.  File  Contents: 

1)   LS-18  Record  for  each  position. 

4.  Changes  in  Staffing: 

A.  File  Index: 

1)   Staffing  Change  Record  filed  by  account  number  then  by 
title. 

B.  File  Contents: 

1)  Staffing  Change  Record  for  each  position  or  group  of 
similar  positions. 

2)  Copy  of  old  and  new  position  descriptions  for  each  position. 


5.  "In-Lieu"  Appointments: 

A.  File  Index: 

1)   In-Lieu  Appointment  Record  filed  by  account  number  and 
then  by  position  number. 

B.  File  Contents: 

1)  In-Lieu  Appointment  Record. 

2)  Copy  of  position  descriptions  for  authorized  and  in-lieu 
titles . 

6.  Professional  Recruitment  Rates: 

A.  File  Index: 

1)  Form  AF-10  filed  by  account  number  and  then  by  title. 

2)  Form  40  filed  by  account  number  and  then  by  title, 
attached  to  AF-10. 

B.  File  Contents: 

1)  Form  AF-10,  Professional  Recruitment  Request. 

2)  Form  40,  Request  for  Provisional  Appointment. 

3)  Applicant's  statement. 

7.  "03"  (Consultant)  Contract  Rates: 

A.  File  Index: 

1)   AF-4  filed  by  account  number. 

B.  File  Contents: 

1)  AF-4  with  attachments  of  contracts. 

2)  "03"  Rate  Justification  Record  for  Rates  Exceeding  125% 
of  Minimum  Rate  for  Comparable  Classified  Titles. 


UNIT  2  CLASSES  DESIGNATED  AS  PROFESSIONAL  EFFECTIVE  JUNE  29,  1986 


Dental  Hygienist  I 
Dental  Hygienist  II 
Dietician  I 
Dietician  II 

Electronics  Technician  I* 
Electronics  Technician  II* 
Graduate  Practical  Nurse 
Hospital  Technician 
Licensed  Practical  Nurse  I 
Licensed  Practical  Nurse  II 
Occupational  Therapist  Assistant 
Recreational  Therapist  I 
Recreational  Therapist  II 
Recreational  Therapist  III 
Renal  Dialysis  Technician  I 
Renal  Dialysis  Technician  II 
X-Ray  Technician  I 
X-Ray  Technician  II 
X-Ray  Technician  III 

*At  hospitals  and  clinics  only 


UNIT  8  CLASSES  DESIGNATED  AS  PROFESSIONAL  EFFECTIVE  JUNE  29,  1986 


Clinical 
Clinical 
Clinical 


Assistant  Coordinator  of  Day  Care  .Services 

Case  Reviewer 

Chaplain 

Social  Worker  I 

Social  Worker  II 

Social  Worker  III 
Community  Resource  Developer 
Coordinator  of  Day  Care  Services 
Correction  Counselor  I 
Correction  Counselor  II 
Correction  Counselor  III 
Home  Teacher  of  the  Blind 
Mental  Health  Coordinator  I 

Coordinator  II 
Coordinator  III 


Mental 

Mental 

Public 

Social 

Social 

Social 

Social 

Social 

Supervisor 

Vocational 

Vocational 

Vocational 

Vocational 

Worker  with 


Health 
Health 
Health 
Worker 
Worker 
Worker 
Worker 
Worker 
of 


Nutrition  Worker 

I 

II 

III 

IV 

V 

Medical  Social  Work 
Rehabilitation  Counselor 
Rehabilitation 
Rehabilitation 
Rehabilitation 
the  Blind  I 


Counselor 
Counselor 
Counselor 


I 

II 
III 
IV 


Worker 
Worker 
Worker 


with 
with 
with 


the 
the 

the 


Blind 
Blind 
Blind 


II 

III 

IV 


UNIT  10  CLASSES  DESIGNATED  AS  PROFESSIONAL  EFFECTIVE  JUNE  29 ,  1986 

Assistant  Supervisor  in  Education 

Day  Care  Services  Specialist  I 

Day  Care  Services  Specialist  II 

Educational  Specialist  I 

Educational  Specialist  II 

Educational  Specialist  III 

Educational  Specialist  IV 

Head  Teacher  of  Institution  School 

Inspector  of  Day  Care  Facilities 

Institution  School  Teacher 

Librarian  I 

Librarian  II 

Organizing  Extension  Instructor 

Principal  of  Institution  School 

Project  Director,  Board  of  Higher  Education 

School  Plant  Specialist 

Special  Education  Coordinator 

Supervisor  in  Education 


commonwealth  of  massachusetts 

PERSONNEL  INEODMATION 

department  of  personnel  administration 


TO: 

FROM: 

SUBJECT: 


August  22,  1986 

ities 

lei  Administrator 
Designating  Certain  Positions  as  Professional 


Under  the  authority  of  General  Laws,  Chapter  30,  Section  46,  Paragraph  (5A),  as 
amended,  the  Secretary  of  Administration  and  Finance  has  approved  the  recommendation 
of  the  Personnel  Administrator  that  the  classes  listed  on  the  attached  enclosure  be 
designated  as  professional  on  the  indicated  effective  dates. 

These  classes  are  the  new  collective  bargaining  unit  6  and  7.  classes  established 
as  the  result  of  the  agreements  between  the  Commonwealth  of  Massachusetts  and  the 
National  Association  of  Government  Employees  (Unit  6)  and  the  Massachusetts  Nurses 
Association  (Unit  7) . 

You  are  requested  to  substitute  the  classes  listed  on  the  enclosure  for  the  old 
unit  6  and  unit  7  titles  on  the  schedule  now  in  your  possession. 

If  you  have  any  questions  relative  to  this  subject,  please  contact 
Mr.  Thomas  A.  Donovan  at  (617)  727-2713- 


Enclosure 


UNIT  6  CLASSES  DESIGNATED  AS  PROFESSIONAL  EFFECTIVE  JUNE  30,  1985 


Accountant  I 

Accountant  II 

Accountant  III 

Accountant  IV 

Accountant  V 

Accountant,  Bureau  of  Accounts,  DOR  I 

Accountant,  Bureau  of  Accounts,  DOR  II 

Accountant,  Bureau  of  Accounts,  DOR  III 

Accountant,  Bureau  of  Accounts,  DOR  IV 

Accountant,  Bureau  of  Accounts,  DOR  V 

Administrative  Review  Officer  I 

Administrative  Services  Coordinator 

Affirmative  Action/Equal  Opportunity  Officer  I 

Affirmative  Action/Equal  Opportunity  Officer  II 

Associate  Accountant,  State  Ethics  Commission 

Auditor  I 

Auditor  II 

Auditor  III 

Auditor  IV 

Bank  Examiner  I 

Bank  Examiner  II 

Bank  Examiner  III 

Bank  Examiner  IV 

Budget  Examiner  I 

Budget  Examiner  II 

Budget  Examiner  III 

Business  Management  Specialist 

Business  Representative  II 

Business  Representative  III 

Business  Representative  IV 

Buyer  I 

Buyer  II 

Buyer  III  . 

Buyer  IV 

Compliance  Officer  I 

Compliance  Officer  II 

Compliance  Officer  III 

Construction  Contract  Assistance  Specialist 

Contract  Specialist  I 

Contract  Specialist  II 

Contract  Specialist  III 

Corporation  Analyst 

Counsel  I 

Counsel  II 

Data  Base  Specialist 

Disability  Retirement  Specialist 

Economist  I 

Economist  II 

Economist  III 

EDP  Computer  Operations  Supervisor 

EDP  Operations  Coordinator 

EDP  Programmer  I 

EDP  Programmer  II 

EDP  Programmer  III 

EDP  Programmer  IV 
EDP  Programmer  V 


UNIT  6  CLASSES  DESIGNATED  AS  PROFESSIONAL  EFFECTIVE  JUNE  30,  1985  (CONT.) 


EDP  Systems  Analyst  I 

EDP  Systems  Analyst  II 

EDP  Systems  Analyst  III 

EDP  Systems  Analyst  IV 

Employment  Security  Supervisor  I 

Employment  Security  Supervisor  II 

Employment  Security  Supervisor  III 

Food  Service  Supervisor  I 

Food  Service  Supervisor  II 

Grants  Management  Specialist  I 

Grants  Management  Specialist  II 

Grants  Management  Specialist  III 

Health  Care  Facility  Specialist  I 

Health  Care  Facility  Specialist  II 

Health  Education  Coordinator 

Housing  Program  Services  Representative  I 

Housing  Program  Services  Representative  II 

Housing  Program  Specialist  I 

Housing  Program  Specialist  II 

Housing  Program  Specialist  III  (New  class  to  be  scheduled) 

Housing  Program  Specialist  IV  (New  class  to  be  scheduled) 

Housing  Specialist 

Information  Officer  I 

Information  Officer  II 

Information  Officer  III 

Institution  Treasurer  II 

Insurance  Actuary 

Insurance  Examiner  I 

Insurance  Examiner  II 

Insurance  Examiner  III 

International  Trade  Specialist 

Investigator  of  Pharmacists 

Labor  Market  Economist  I 

Labor  Market  Economist  II 

Labor  Market  Economist  III 

Legislative  Liaison  Officer 

Local  Taxation  Specialist 

Management  Analyst  I 

Management  Analyst  II 

Management  Analyst  III 

Manpower  Field  Coordinator  I 

Manpower  Field  Coordinator  II 

Material  Specialist 

Motor  Vehicle  District  Office  Supervisor 

Parole  Examiner 

Personnel  Analyst  I 

Personnel  Analyst  II 

Personnel  Analyst  III 

Personnel  Officer  I 

Personnel  Officer  II 

Personnel  Selection  Specialist  I 

Personnel  Selection  Specialist  II 
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Procurement  Analyst 

Production  Control  Analyst 

Program  Coordinator  I 

Program  Coordinator  II 

Program  Coordinator  III 

Property  Management  Specialist  I 

Property  Management  Specialist  II 

Public  Utilities  Specialist  I 

Public  Utilities  Specialist  II 

Recruitment  Specialist  I 

Recruitment  Specialist  II 

Repair/Maintenance  Coordinator 

Research  Analyst  I 

Research  Analyst  II 

Research  Analyst  III 

Retirement  Counselor 

Review  Examiner  I 

Review  Examiner  II 

Special  Investigator  and  Analyst,  State  Ethics  Commission 

Specifications  Specialist 

Statistician  I 

Statistician  II 

Statistician  III 

Tax  Auditor  I 

Tax  Auditor  II 

Tax  Auditor  III 

Tax  Counsel,  Department  of  Revenue 

Tax  Examiner  I 

Tax  Examiner  II 

Tax  Examiner  III 

Tax  Examiner  IV 

Tax  Examiner  V 

Tax  Examiner  VI 

Tax  Examiner  VII 

Telecommunications  Analyst 

Telecommunications  Specialist 

Tourism  Promotional  Specialist 

Training  Program  Coordinator  I 

Training  Program  Coordinator  II 

Training  Technician  I 

Training  Technician  II 

Training  Technician  III 

Unemployment  Insurance  Benefits  Investigator,  D.E.S. 
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